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Separate publication (annotated listings) are available in the following vocational areas: 

State Instructional Materials for Agriculture 

State Instructional Materials for Distributive Education 

State Instructional Materials for Health Occupations Education 

State Instructional Materials for Home Economics 

State Instructional Materials for Office Occupations 

State Instructional Materials for Technical Education 

State Instructional Materials for Trade and Industrial Occupations 

The above items are available for purchase from: Superintendent of Documents, U.S. 
Government Printing Office, Washington, D. C. 20402 
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EXPLANATICN OP CODING SYSTEM 



In recent years it hes become apparent that a strong relation- 
ship exists between the world of education and the world of work* 
Emphasis is on the concept that the development of our human re- 
sources is vital to the well-being and growth of our society. In 
order to implement this belief, leaders in all fields have focused 
their attention on education and especially on vocational education* 

This annotated listing of currictilum materials is provided in 
order to apprise planners, administrators, vocational educators, 
and others interested in offering or involved in vocational educa- 
tion programs of the available curricixlum materials developed by 
the various States. 

The curriculum materials have been identified with t. e instruc- 
tional titles and codes from the classification system of the Office 
of Education. These titles and codes link vocational education pro- 
grams to occupations. Utilizing the codes in this listing relates 
the curriculum materials to the instructional program. Seven major 
vocational education areas are identified in separate listings and 
coded as follows: 



01 Agriculture 09 Home Economics 

Oh Distributive Education 14 Office Occupations 

07 Health Occupations Education I6 Technical Education 
1? Trade and Indxxstrifil Occxipations 

The items are refined to include one or more related subitems as in- 
dicated in the following example: 

First 2-digit position: sub.ject matter area 
Exaii5)le: l4 OFFICE OCCUPATIONS 

Second 2-digit position: principal segment of subject matter 
Exan^le: l4.02 BUSINESS DATA PROCESSING SYSTEMS OCCUPAnONS 

Third 2-digit position: division of principal segment 
Exan5>le: 14.0202 PERIPHERAL EQUIPMENT OPERATORS 

Fourth 2-digit position: first level detail of d ivision 

of principal sepyient " ' 

Example: 1^.0^201 KEY PUNCH AND CODING EQUIPMENT OPERATORS 

The coding ^stem is contained in: 

U.S. Department of Health, Education, and Welfare, Office of 
Education. Vocational Education and Occu^tions ( QE-8OO61) • 
Washington: U.S. Government Printing Office, Jixly 1969. 
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Ok.Ol Advertising -Services ^ 

Ol^..02 Apparel -and Accessories 2 

bli.*03 Automotive ^ 

Ok.Ok Finance and Credit 

01^*05 Floristry 

Ok.06 Food Distribution 

Oli.*07 Food Services ^ 

Oli.*08 General Merchandise 

Ok.09 Hardware, Building Materials, Farm and Garden 

Supplies and Equipment 20 

Ok.l2 Industrial Marketing . 23 

Olf.l6 Petroleum. . - 24 

Olf.lS Recreation and Tourism 25 

0li..20 Retail Trade, Other 25 

Oli..31 Wholesale Trade, Other 30 

Oli-.99 Distributive Education, Other 31 

Occupational Resource Material 

Administrator's Resource 51 

Student's Resource 51 

Teacher's Resource 5^ 



Instructions for Ordering 
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Ol^. DISTRIBUTIVE EDUCATION 

Publications marked (Cooperative Training) in the title or support- 
ive statement are designed for use in cooperative education programs. 



ADVERTISING SERVICES: Ol^.Ol 
OHIO 

Advertising Layout and Copy . Teacher's Guide, 1967, 32 
pages, $1.00, Offset. 

Content consists of a series of 32 rough layout illustrations 
to show variations of form that a layout may take. These in- 
structional charts can he made -into transparencies to facili- 
tate illustration. 

Introduction to Advertising . Teacher's ResoTorce, I966, 58 
pages, $1.50, Offset. 

Provides practical student assignment material to assist the 
teacher in preparing a unit on advertising. The manual is 
prepared in narrative style rather than as a teaching outline. 
Eleven topics are presented which include such items as: Psy- 
chologjr of Advertising, Printed Advertising Ifedia,' Broadcast 
^5edia, Layout and Copywriting, Creativity in Advertising, and 
others. 

Screen Process Printing . Instructor's Guide, I965, 2k pages, 
$.75^ Offset. 

Describes in detail the silk screen printing proci'es. In- 
cludes specific details on how to make your own equipmentj 
how to print with screen equipment; and staggestions for uses 
of finished products. ustrated. Contains a bibliography 
and sources of supply. 

TEXAS (U.T.) 

Advertising s Student's Manual, I969 (Reprint), I29 pages, 
$3.00, oFfset. (Cooperative Training). 

The fundamental principles and practices of advertising that 
should be imderstood by D. E. trainees are presented in this 
manual. Major areas covered include such items as why we ad- 
vertise, the newspaper as a medium, layout and copywriting. 
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and other advertising media. Twenty-nine units of instruction 
are included in the manual. 

_^ Answer Book > Teacher's Manual, I969 (Reprint), 

;r:,:^'^30'pagesy^ il*50, . Offset. 

Contains answers to questions and projects given in the 29 
assignment Units in student's manual. 

Sales Promotion . Teacher's Guide, I966 (Reprint), 126 pages 
$I|.00, Offset. 

The guide was written to help the teacher toward the better 
presentation of sales promotion, in distributive education. 
The course consists of six units, covering: sales promotion, 
planning and sales promotion, advertising, newspaper advertis- 
ing, display, and public relations. A vocabulary list and 
test suggestions, accompany each unit. The guide has an ex- 
tensive bibliography. The content is designed for second 
year distributive education students. 

APPAREL AHD ACCESSORIES : Ql^ . 02 " 
KANSAS 

Mod6.>m Textiles . Student's Manual, I966, 1?^^- pages, $3*00, 
Mimeo. 

This is a programmed text that provides self paced learning. 
Textiles, including weave and characteristics, are covered in 
specific chapters. Cotton, wool, rayon and other fabrics and 
fibers are examined in this interesting learning vehicle. 

MISSOURI 

Shoe Retailing . Student's Guide, I97O, 73 pages, $2.50,- 
Mimeo. (Cooperative Training). 

Content includes 19 assignments covering such areas as house- 
keeping in the shoe store, handling stock, shoe construction, 
foot health, how to close a sale, and shoe styles and fash- 
ions. The content is intended for use in cooperative part- 
time courses. 

. Instructor's Manxial . I97O, 21 pages, $1.00, 

Mimeo. 

Provides answers to problems and questions in the assign- 
ments. Designed to assist the coordinator in assessing the 
degree of comprehension and learning that has resulted from 
the instruction given. 
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TEXAS (U*T0 

Basic Fashion Training s Teacher's Manvial, 1969 (Reprint), 
82 pages, $3.5>0, Mimeo* 

Each teaching unit contains a bibliography of references to 
be read by the teacher to get the feel for teaching the mate- 
rial._ Current fashion ideas should be utilized using the 
manual as a guide to approaches to the subject matter* Top- 
ics covered include, fashions, fabrics, color, basic figure 
types and design. 

Drug tfanualp > Student's Manuals, I970 (Reprints), $7.50, 
for Parts I and II. (Cooperative Training). 

There are two manuals dealing with drug training. The f oimt 
followed provides information about a topic and provides one 
or more assignments for the trainee. 

• Part I . 202 pages, I7 units, priced above. 

Offset* 

Contains assignments concerning merchandise that students can 
sell. Units of instruction cover the work of the Pharmacist, 
selling in a self-service drug store, merchandise information 
and details about such items as stationery, leather goods, 
vitamines, hospital ware and others. 

• Part II . 183 pages, units, priced above. 

Offset* 

This part contains material for fountain training, '.fliile the 
fountain is an integral part of a drag store, it is recommend- 
ed that student training plans reflect the position that not 
more than 23 percent of the stuc'-^nt's total- work expe .lence 
be given to this activity. Main sections of the maniial pro- 
vide assignments in such areas as cleanliness axvi sanitation, 
merchandising, soda fountain management, dispenser techniques 
and the like. 

. Instructor's Handbook . Answer Book, 1970 (Re- 

print), 55 pages, $2.00, Offset. 

This is an answer book keyed to the assignments in Parts I 
and II of the drug manuals. The content is helpful to the 
teacher-coordinator in evalmting trainee development and 
understanding. 
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Jevelry . Student's ani Teacher's Man^oals, I967, $30-00 for 
the Kit*, Offset. (Cooperative Training). 



This kit contains six assigninent books and a set of references 
to be used as resource material by the student. There is an 
answer book for use by the teacher that parallels each student '1 
assignment book. 

* The kit contains student's assigninent books, teacher's an-* 
swer books, and reqvdred reference books. 

" -^^-^^^ — .The jJevelry Store of Today . Student's Manxial, 
1957, 127 pages, priced Iji the Kity^- Offset. 

Contains 16 assignments with illustrations and information 
starting with the history of jewelry as an ancient art and 
moving through career opportunities in the store of tomorrow. 

. Watches and Clocks . Student's Ifenual, 1967^ 
108 pages, priced in the Kit, Offset. 

' \ 

Contains ll^- assignments with questions and projects for the 
stxadent. The projects are designed to provide ample oppor- 
tunity for the student to apply the information he has learned 
to situations in the occupation. 

. Flatware and Holloware . Student's Manual, 19^7^ 

1^^ pages, priced in the Kit, Offset. 

The 19 assignments contained in this student's manxaal start 
with the historical development of silver and take the trainee 
through a well-illustrated series of instructional develop- 
ments to stainless steel, pewter, antique flatware, and hol- 
loware. 

. Fashion Jewelry . Student's Manual, 1967^ 1^ 

pages, priced in the Kit, Offset. 

This manual is for those who have an interest in what is 
called fashion jewelry— a complex business that is conceived 
with design, production, and distribution of the jewelry of 
today and tomorrow. There are 23 assignments with illustra- 
tions, infoirmation, questions, and projects. 

. Crystal^ China^ and Glassware . Student's Man- * 

ual, 1957, 216 pages, priced in the Kit, Offset. 

The student or trainee using the manual will find that answer- 
ing the questions and completing the projects help him lift 



cut the important information helpfiil in lualcing a convincing 
sales presentation. The manvial has three main parts that in- 
clude glassware^ dinnerware^ and giftware. In all, there are 
29 assignments, together vith a bibliography and a glossary 
of terminology. 

. Precious Gems and Metals . Student's Manual, 

I96T, 188 pages, priced in the Kit, QtTset. 

The study of previous jeweliy is interwoven with other sub- 
jects such as histoiy, mythology, archaeology, chemistry,. 

physics, and metallxorgy as well as art, design, and sculptxore. 
The 22 assignments cover thfese as well as the selling tech- 
niques' used in this occupati'onal area. 

Men's Furnishings . Student's Resoxorce, 19^9 ^ 179 pages, 
$5.00, OTfset. (Cooperative Training). 

The manual' is written for the student -trainee and is a com- 
panion to one entitled "Men's Wear." The Men's Furnishings 
Manixal contains 2k assignments covering the selling of the 
various furnishings men wear. A helpfvd bibliography is in- 
cluded. An answer book is available for sale for use by the 
teacher in assessing trainee comprehension. 

. Answer Book . Teacher's Guide, 1969^ ^9 pages, 

$2.50, MTset. 

The answer book provides the information needed by the teach- 
er in evaluating student vmder standing of the cotjurse content. 

Men's v/ar . Student's Manual, 1970, 95 pages, $3*00, Off 
set. ^Cooperative Training). 

The maniml is geared to selling tho newer type men's wear. 
There ar^l8 assignments that range from such topics as "Per- 
sonal Chamcteristics^and Grooming to Tips for^ Successful 
Selling." answ6r*b'obk is available for sale to aid teach- 
ers in evaluating student learning. 

, Answer Book . Teacher's Guide, 1970, 28 pages 

$2.50, Offset. 

^--^This answer book parallels the student manual and provides 
answers to questions in the assignments as well as clues to 
suitable completion of the assigned projects. 

Shoes. Student's Manual, I966, I96 pages, $10.00^, Off- 
set . ( Cooperative Training) . 
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The content is a complete development of the occupational area 
of shoe merchandising. The 53 assignments attest to the com- 
prehensive coverage this publication undertakes, InSiddition 
to product information, many aspects of distribution, market- 
ing, and management are treated • \ 

* Included in the kit is the retail shoe sales training manV 
ual by the National Retail Merchants Association, a leaflet 
on turnover and buying, and one on merchandise budgeting 
and control by the National Shoe Retailers Association, 

. Answer Book. Teacher's Guide, I966 (Reprinted 

1969)^ 92 pages, $2,00, Offset- 
Contains the answers to questions and the sc il ^ pro- 
jects assigned to students. Helpful in detex..^..j.ng trainee 
progress. 

Women's Accessories , Student's Manual, I969, 128 pages, 
$12-50 for the Kit*, Offset, (Cooperative Training), 

This manual was developed to provide individua.! instruction 
for high school and junior college students who plan a career 
in selling women's accessories. Daily on-the-job experiences 
of the student are to be corielated with the assignments by 
the teacher-coordinator. There are 35 assignments with ques- 
tions and projects available to provide evidences of student 
comprehension of the content presented in 'the co\n*se, 

* A student's manual, a teacher's answer book, and several 
available informational pajnphlets dealing with gjoves, ho- 
siery, scarfs, and handbags make up the kit, 

• Answer Book , Teacher's Gxiide, I969, 53 pages, 

priced with the Kit, Offset. 

Women's Ready to Wear , Student's Manual, 1970, I67 pages, 
$5,50, Offset, (Cooperative Training), 

The manual is made up of foxir parts. Included is a section 
on merchandise information, stockkeeping, selling ready to 
wear, and fibers and fabrics. It contains 2k assignments 
which contain information and questions to be completed, 

. An swer Book , Teacher's Manual, 1970, 53 pages, 

$2.50, W^set, 

Contains material to be used in evaluating learning ajid de- 
velopment as shown through carrying to completion certain 
projects and answering prescribed questions in the student 'p 
manual , 
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.AUTOMOTIVE: Ol^.03 
TEXAS (U.T.) 

Auto Parts Counterman ^ Sbudent's Manual. I965, 156 pages, 
$15.00'^, Offset . (Cooperative Training), 

The assignments are considered a tool to be used to ease the 
student's entry into this vital phase of the American distri- 
bution system. The manual contains 36 assignments with many 
helpfial illustrations. Each assignment contains a set of 
questions and projects to be completed. In addition to the 
teacher's answer book, there are three reference manuals con- 
taining information needed by those working in this occupa- 
tion, 

^ The kit includes all reference materials, assignments, and 
an answer book. 

. Answer Book . Teacher's Giiide, 1965^ 93 paces, 

priced with the Kit, Offset. 

The answer book is an indispensable part of this kit. The 
technical natvxe of the content requires excellent resoxarces 
for the teacher to adequately help the trainee and fairly 
evaluate student learning. 

Service Station Training Kit . $19-95- (Cooperative Train- 

The kit consists of a series of manuals for student's use and 
severp' pieces of reference material.* 

, An Introduction to the Service Station . Stu- 
dent's Manual, 1971, 89 pages, priced with the Kit, Off- 
set. 

Content deals with the service station business and the futtare 
of the service station • 

. Operation and Maintenance of the Service Sta - 
tion . Student's Manual, 1971, 9^^- pages, priced with the 
Kit, Offset. 

The manual deals with appearance, housekeeping operating pro- 
cedtares, and safety. The maniial is well illustrated and con- 
tains questions and projects for the student • 

. P rincipal Products Sold in the Service Station , 

Student's Manual^ 1971, 60 pages, priced in the Kit, 
set. 
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This manual opens with a discussion of gasoline and carries 
the student through batteries, tires, spark plugs ajid sundry 
service station items available for sale. 

. Selling in the Service Steoion . Student *s Man- 
ual, 1971, 98 paggs, priced with the Kit, Offset. 

The manxxal contains I9 assignments covering such areas as 
selling opportunities in service stations, underhood inspec- 
tion and sales, tire sales and sev^rLce ajid many more. 

. Services Rendered in a Service Station . Stu- 
dent 's Manual, 1971, priced with the Kit, Offset. 

Contains a series of assignments covering the various serv- 
ices typicELlly rendered in a service station. 

FINANCE AND CREDIT: Ok.Ok 
FLORIDA 

Distributive Education - First Year Series: Unit IV; Ox-gan - 
izat ion J Location, and Finance . Teacher's Guide, 1970, 51 
pages, $1.50, Offset . 

Content of the guide is designed to give the students insights 
into such €u:eas as the capital required iii the orgajiization 
and operation of a business, and the importance of selecting 
a correct location. It also helps one to develop an imder- 
standlng of the various types of internal organization in 
business. References, audio-visual aids, suggested teaching 
techniques, aiid student assignments are included to help the 
teapher-coordinator make a queillty presentation, using the 
Unit as a basis of instruction. 

LOUISIANA 

Principles of Credits and Collections . Instructor's Guide, 
1967^ 50 pages, $2.00, Offset. 

This instructor's guide is designed as a ten session, 20 hour 
extension course for those employed or interested in the cred- 
it and collection fields. The guide contains 10 instructional 
outline units ajid suggestions to the instructor, pertsiinlng 
to mercantile and bank credits, credit interview, credit in- 
vestigation, accepting and declining applicants, credit con- 
trol, collection procedures and credit sales promotion. 

MISSISSIPPI 

Credit Collections . Teacher's Guide, I968, 51 pages, $1.25, 
Offset. 
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This is an adult refresher course covering ten topics^ There 
is included an introduction to credit, types of consmer cred- 
it, determining credit risks, retail credit bxoreaus, collec- 
tion problems and several additional topics. An excellent 
bibliography and set of transparency-masters completes the 
publication • 

NEW YORK 

Investments^ Bulletin #109 - A Suggested Mult Distributive 
Education Course Outline / Instructor's Guide, 1965, 13 
pages, $.25, Offset. 

The gxride is designed for an adult coxorse for those who want 
to develop an elementary knowledge on how to invest their 
savings. 

OHIO 

The Free Enterprise System . Cxorriculm Guide, 1970, 56 
pages, $1.50, Offset. 

The content includes the basic information needed to teach a 
unit on the free enterprise system in America. Masters from 
which transparencies ruay be made are included in the manual. 
The publication is divided into 3 parts: Part I, Basic Con- 
cepts; Part II, Some Factors Which Hava Modified Pure Capital- 
ism; and. Part III, References and Resoiirce Materials. 

TEXAS (U.T.) 

Basic Retail Credit * Student's Workbook, I968, 177 pages, 
$2^.50, Offset . [Cooperative Training). 

The workbook consists of a series of assignments to give the 
student the basic imderstanding and comprehension needed in 
retail credit work. Projects at the end of each assignment . 
provide responsibility for the learner to apply the knowledge 
gained to his field of training. There are 36 assignments 
that open with "The History of Credit" and close with "A Ca- 
reer in Credit." An answer book for the teacher is available 
for sale. 

. Answer Book . Teacher's Guide, I968, 76 pages, 

$2.00, MTset. 

The answer book makes possible an evaluation of student per- 
formance with the 36 assignments contained in the student's 
workbook. 

Retail Credit . Teacher's Guide, I966 (Reprint), 78 pages, 
$2.50, Offset. 
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The content is prepared to provide adequately for the three 
weeks' teaching time allowed for this second year distributive 
education co\arse# Teaching outlines and suggestions for the 
teacher are provided in each unit# Other teaching aids are 
incorporated into the material well# 

FLQRISTRY: Ok.03 
TEXAS (U.TO 

Floristry > Student's Manual, I969 (Reprint), 139 pages, 
$3.50, Offset. (Cooperative Training). 

Content is divided into two sections including a set of k3 
lesson assignments and an information section that deals with 
merchandising and flower shop facts. 

. A nswer Book . Teacher's Manual, 19^9^ 71 pages, 

$2.50, Offset. " 

This is a presentation of the answers taken from the trainee's 
manual and an indication of those answers which the students 
are to obtain from their training station. The teacher-coor- 
dinator will find the format helpful in quickly assessing stu- 
dent comprehension and training, 

FOOD DISTRIBUTION: 0l^.06 
NEW YORK 

Supermarket Merchandising and Management - An Experimental 
Course of Study . Instructor's Guide, 1967, 74 pages, f . 50 , 
Offset. 

The guide is designed as a one-half or fvH unit high school 
cotarse covering the career opportunities in the retail food 
industry. It is an outlined 19-chapter guide to provide for 
the study of food production, the history of supermarket de- 
velopment, organizational structure, regional store and de- 
partment management positions, and financing and supervisory 
development of independent supermarkets. It also contains a 
bibliography and soixrces of visual aids. 

TEXAS (U.T.) 

Food Store Operating Procediores . Teacher's Manuals, 1966^ 
(Second Edition), $5.00, for Parts I and II. 

There are two manuals In this management course teaching out- 
line. 

. Part I . 105 pages. Five Units, priced above, 

Mimeo. 

Content of this manual covers such topics as yotir store's 
personality, modernization, self service, let's plan prac- 
tical layout, good housekeeping helps to spell success* 
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. Part II * 85 pages^ Five Units^ priced above^ 

Mimeo. 



Topics covered include profit from store records, record 
keeping, credit practices for grocers, grocery advertising, 
and how to control expenses. 

Modern Supermarket Operation . Student's Manual, I969 {^^'^ 
print 76 pages, $12.50*, Offset. (Cooperative Training). 

Knowledge and ability in applying the principles in this man- 
ual will help the food store trainee become successful. 
There are 30 assignments in the manual. Each assignment fol- 
lows a format that provides the aim of the presentation, 
readings in the text - Modern Supermarket Operation , a series 
of questions to be answered, and at least one project to be 
carried to completion. 

* The kit includes all reference materials, assignments, and 
answer book. This kit is one of 3 in a Set on food store 
training that sells for $30.00 

Food Store Housekeeping . Student's Manual, I968 (Reprint), 
56 pages, priced with the Kit, Offset. 

The manual is presented in the hope that a new importance will 
be attached to the housekeeping function by distributive edu- 
cation students. The manxial is divided into two parts includ- 
ing general food store housekeeping and interior housekeeping. 
There are I8 assignments in the manual. 

. Answer Book . Teacher's Guide, I969 (Reprint), 

129 pages, priced with the Kit, Offset. 

The answer book contains the needed information to assess the 
learning comprehension of trainees in working with the assign- 
ments in the two student manxials included in this kit. 

Produce ; Care, Pre paration and Merchandising for Food Stores . 
Student's Manxial, 1955; 1^7 pages, $12.50*, Offset^ (Co- 
operative Training). 

The manual was developed for the cooperative part-t jtudent 
employed in food stores. It is divided into five cover- 
ing the handling and preparation of all vt^jetables, ciie hand- 
ling and preparation of all frxiits, the handling and care of 
nuts^ and produce marketing. There are kl issignments avail- 
able . 
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^ The kit includes all reference materials, assignments, and 
an answer book. Three kits on foods make up a Set that 
sells for $30.00. 

. Answer Book . Teacher's Guide, 1968, 97 pages, 

priced with the Kit, Offset. 

'i 

This guide provides helpfiil answers for the teacher-coordin- 
ator in dealing with rather technical information about 
which he may have limited knowledge. The content is needed 
to assess student learning. 

Stocking^ Marking and Displaying for Food Stores . Student ' s 
Manual, 1970 (Reprint), 66 pages, $12.50^, Offset. (Co- 
operative Training). 

The manual helps D. E. students prepare for a career in a 
food store. Displaying merchandise is a kind of game between 
the store and the customer. The customer, it is felt, must 
be helped by placing the merchandise in his path in a pleas- 
ing manner. This manual helps to prove that the techniques 
of effectual display can be learned. 

There are 26 assignments filled with ideas for productive 
displays to increase sales. Includedin the kit is the text- 
book. Display Ideas for Supermarkets, -published by Progres- 
sive Grocer Magazine. 

The kit includes all reference materials, assignments, and 
an answer book. Three kits make up a set selling for $30.00. 
Other titles in the set are: Modern Supermarket Operation 
and Produce; Care, Preparation and Merchandising. 

. Answer Book . Teacher's Guide, 1970 (Reprint), 

67 pages, priced with the Kit, Offset. 

The answer book provides the teacher with information to as- 
certain if students comprehend the content presented with each 
of the 26 assignments. The book is a great time saver freeing 
the teacner for other creative activities. 

FOOD SERVICE: 0^^.07 
TEXAS (U.T.) 

Food Service . Student's Maniial, 1970, l^^l pages, $5*00, 
Offset. (Cooperative Training). 

This manual represents the first attempt to combine the selling 
and service aspects of D.E. with the trade and technical aspects 
of industrial education. It consists of four parts dealing with 
such topics as the importance of food service, duties and re- 
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sponsibilities in food service, selling food service, and 
the basics of food preparation. 

• Answer Book . 1910, ^i- 3 pages, $1-50, Offset- 

Contains answers to assignment questions and suggests ap- 
proaches and solution to the projects for the application of 
principles. 

Food Service Selling . Instructor's Manual, 1965 (Reprint), 
56 pages, $3.00, ^fset. ' 

This manual contains a step-by-step procediire for presenting 
material dealing with the job knowledge of food salespersons, 
selling food service, types of services— including breakfast, 
luncheon and dinner. 

Tips on Tips . Student's Manual, 1967, 10 pages, $.25, 
Offset. 

• Contains suggestions for waitress trainees who would increase 
their tips through a suitable customer approach. 

GENERAL MERCHANDISE r ol^.08 
ALABAMA 

Stepping up with Distributive Education . Teacher's Manual, 
1970, 181 pages, $2.00, Offset. 

This manual shows how the project method may be used in the 
training of youth for employment in the field of distribution. 
Topics are confined to an investigation into (l) self -appraisal 
as a step to the world of work and (2) developing essential 
characteristics for success in a distribution job. The sec- 
tions of the guide are color coded so that the teacher may 
easily identify lesson plans, suggested projects, informa- 
tion sheets, audio-visual materials and the like. 

FLORIDA 

Merchandising-Distributive Education. First Year Series : 

Unit II . Teacher's Guide, I97O, 14? pages, $1*50, Offset. 

(Cooperative Training). 

Content of the guide provides background material which the 
teacher-coordinator should present using the most appropriate 
. methods and techniques. Topics developed and supporting 
aids suggested, include: selling, advertising, display, mer- 
chandise planning and stock control, and consumer credit. 
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This is the second in a series of five units which comprise 
the first year curriculum of a two-year Distributive Educa- 
tion program beginning at the 11th grade level. It is designed 
to create an awareness of the basic activities inherent in the 
merchandising process, to develop a basic skill proficiency in 
the performance of these activities, and to serve as an in- 
structional guide for the teacher-coordinator. 

JSAS 

Sales Related Training. Part I . Student's Manual, 1970, 
53 pages, $2.00, Mimeo. 

?Jhe programmed text covers pricing and stockkeeping. It is 
designed to be self -pacing so that instruction can be highly 
individualized. 



MISSOURI 

Merchandising Group Instruction ^ Student's Guide, 19*^?^ ^1 
pages, $2.00, Mimeo. (Cooperative Training). 

Contents include the related information in merchaj.ilising for 
cooperative students. There are 11 assignments dealing with 
such subjects as fundamentals of retailing buying lor customer 
demand, handling incoming merchandise, pricing for profit, 
keeping records and controlling stock and the like. 

. Ifejjr. Teacher's Guide, I965, 3 pages, $1.00, 

Mimeo. 

Provides answers helpful in evaluating student performance on 
group instruction assignments. 

Merchandising Individual Study > St\ident's Guide, 1965^ 93 
pages, $2.50, Mimeo. (Cooperative Training). _^ 

The guide consists of an occupational analysis and a series 
of 11 assignments. Areas dealt with include fundamentals of 
retailing, buying, pricing, selling, advertising, record keep- 
ing and many more. Also, there is included a training plan 
and a progress record. 

. A Key to Questions . Teacher's Guide, I965, 

15 pages, $1.00, Mimeo. 

Answers are provided in the key to aid the coordinator in 
evaluating student development and understanding of the area 
of merchandising. 



Salesmanship Group Instruction , Stiident's Guide, I966, ^^ 
pages, '^00, Mlmeo. (Cooperative Training). 

The guide provides an analysis of salesmanship and a series 
of 20 assignments for cooperative education students dealing 
with such topics as retailing, store policies, inerchandise 
knowledge, customer services, business ethics and the like. 

• Kej;. Teacher's Guide, 1966, 8 pages, $1.00, 

MLmeo. 

Provides the answers to questions and problems in the group 
instruction assignments. 

Salesmanship Individual Study . Study Guide, 1966, lk6 pages, 
$1*50, Mlmeo. (Cooperative Training) . 

Designed for individual supervised study of students enrolled 
in the high school or post-high school level in the coopera- 
tive distributive education program. ^Contains an analysis 
of salesmanship, 20 assignment sheets^ a training plan, and 
a progress record. References and questions are included. 

• Instructor's Key, 1966, 3I pages, $.50, 

Mlmeo. 

/ariety Store Merchandising . Student's Giaide. I967, I37 
pa«es, $2.50, Mlmeo. (Cooperative Training). 

The guide contains 22 assignments for students in preparatory 
or cooperative education programs. Topics covered range from 
household utensils, through china and glassware, to men's, 
women's and boys' wecur. 

• A Key to Questions . Teacher's Guide, I967, 

25 pages, $1.00, Mlmeo. 

Contains answers to aid the coordinator in evaluating per- 
formance in completing assignments and progression in course 
work. 

NEVADA 

Selling Techniques . Teacher's Manual, I970, 9k pages. 
Free, Offset. 

The booklet explains ways to Improve selling cechniques. It 
offers concrete guidelines for the teacher on what to do and 
points to avoid in direct sales. 
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NEW YOBK 

Distribution 1 and 2 . Instructor's Guide, 1965 CRevased), 
153 pages, $2.00, Offset . 

Designed as a two-year high school cotirse, at the junior and 
senior level in marketing and merchandising of goods and^ 
services which leads to occupations in retailing, advertis- 
ing, financing, wholesaling, storing, transportation, and 
manufacttiring. Distribution 1 consists of 15 outlined chap- 
ters with references and film lists; part 2 consists of 12 
outlined chapters with references and film list._ The pub- 
lication also contains a source of information list. 

Salesmanship - Handbook for Teachers ^ Teacher's Handbook, 
19^^^ hi pages, ?*25, Offset. 

Designed to answer many of the questions regarding the phil- 
osophy, objectives, scope, emphasis, and teaching materials 
consfdered desirable for a one-half unit course in schools 
NOT able to offer Distribution 1 and 2. 

Suggested Mult Distributive Education Course Outlines (Series 
of five). Course Outlines, 1966 (Revised J, Offset. 

Designed as teacher's guides for ad\ilt coxorses in retail bus- 
iness. They axe suitable for classes which include supervis- 
ors,) potential supervisors, and new employees in a retail 

Retail Organization . l8 pages, $*25. 
Sales Promotion . 19 pages, $.25. 
Human Relations in Retailing . 15 pages, 
^^25: 

Money Management and Banks . 53 pages. 
Essentials of Merchandising . I8 pages. 



Teacher's Resotorce, 196^, 66 pages. 



Contains many suggestions helpful in teaching display as part 
of a course in the Distributive Education field. Sheets are 
spiral bound for easy removal and use as transparency orig- 
inals, opaque projections, handout sheets, bvilletin board 
items anr?. the like. The material is programmed to lead the 
student, capable of self-help, through the basic concepts and 
elements of display. 
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store or bank. 

Bulletin No. 165 
B^Oletin No. 166 
Bulletin No. 167 

Bulletin No. 168 

Bulletin No. 169 



OHIO 

Display Made Eas; 
$2.00, Offset. 



Fundamentals of Buying * Teacher's Guide ^ 19^7^ 13-page 
teaching outline plus 36 pages of related material, $1.00, 
Offset. 

The unit on buying for the retail operation contains lesson 
outlines, handout material, and originals from which trans- 
parencies may be made. Under "Buying Fundamentals," are 
such topics as: buying duties; forming buying policies, de- 
termining customer wants; and, how madh to buy* The manual 
contains a "Project on Buying" in which the trainee is given 
three weeks in which to prepare a plan to strengthen a weak 
department • 

Methods to Detect Shoplifters . (A teaching outline for con- 
ducting a short course). Teacher's Guide, I966, I6 pages, 
$•50, Mimeo. 

This teaching unit illustrates preventive measures, factors 
inducing shoplifting, tools used, types of shoplifters, and 
reasons why stores have shoplifting problems. The role of 
the salesperson in preventive measures and laws dealing with 
shoplifters are included in the manual. A cibliography of 
seven pertinent items and a brief relevant supplemental ma- 
terial section con5)letes the publication. 

Modem Sales Techniques . Teacher's Guide, I969, 23 pages 
plus 7 insert sheets, $1»50, Mimeo. 

Content is keyed to ten hovccs of instruction that provides 
five 2-hotn: sessions. New merchandising trends and more 
pleasant customer contacts are covered. The outline takes 
the instructor and students through the five selling steps 
in a well-organized approach to retailing. 

Screen Process Printing . Teacher's Manual, 196^^ 24 pages, 
$1.00, Offset. 

Specific details are supplied in this manviSLL on how to make 
the needed silk screen equipment, and how to print, using the 
equipment. Besides being well illustrated and written in the 
language of the layman, the booklet offers suggested uses for 
the finished products. Material reproduced by the process 
can serve in the classroom, in public relations activity, in 
club work, and in many other ways. 

PUERTO RICO 

Information About Merchandise . Student's Manual (In Spanish), 
1969, 130 pages. Free, ^set. (Cooperative Training). 
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Contains nine units of instruction with information about 
merchandise. There is a series of questions and projects 
providing student assignments^ to cover each of the nine units. 

TEXAS (U.T.) 

Basic Sales Techniques . Student's Manual, 1970, 90 pages, 
$3.50, Offset. (Cooperative Training). 

The manual has been prepared for use by cooperative education 
trainees. It utilizes the ctorreritly popular behavioral ob- 
jective approach in outlining what the student is to gain 
from working the assignment. There are 22 assignments, in- 
cluded in the publication with a set of questions on mer- 
chandising and some project material in each assignment. 

. Answer Book . 1970, 3^ pages, $2.00, Offset. 

Contaiasthe needed information for the teacher-coordinator 
to accTH'ately evaluate the extent of learning and compre- 
hension. 

Basic Selling . Teacher's Guide, I968, 19^ pages, ^.00, 
Offset. 

Content is designed to assist the teacher in transmitting to 
students information to modify attitudes and develop needed 
skills. There are six imits that encompass: Selling — What's 
In It for Me; Prepare Yotarself to Sell; Study the Merchandise; 
Consider Selling from Both Sides of the Counter; and. Sell. 
LeveMpf content: First year basic instruction. 

F9yXs and Fabrics . Student's Workbook, 1967, 288 pages, 
^5.50, Offset. ("Cooperative Training). 

This instructional manual and workbook uses the generic names 
of fibers to provide instruction for high school and junior 
college distributive education students. In addition to an 
introduction covering five assignments, the manual contains 
a section entitled, "From Fiber to Finished Product." An- 
other section is entitled, "Nalitaral Fibers" and there is a 
section on "Man-made Fibers." Helpful as well, is a section 
containing a glossary of fabric names. 

. Answer Book . Teacher's Guide,- 19^1, 100 pages, 

$3.00, OTfset. 

The answer book provides the needed information to assess 
student performance in the 51 assignments contained in the 
s1:udent workbook. 
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Let's Analyze and Sell > Instructor's Manual, 1968 (Reprint), 
57 pages, $2.75, WYset, 

The manual presents material for the smooth handling of five 
training sessions. The material centers aroxmd the sales- 
person—as an analyst of himse"'f, an analyst of job informa- ' 
tion, an analyst of customers, an analyst of a sale, and an 
analyst of sales. 

Principles of Merchandise Display . Student's Manual, 1970 
(Reprint), 161 pages, $3.00, Offset. (Cooperative Train- 
ing). 

This manual is written for the beginner in the field of dis- 
play. There are seven main sections containing much well- 
illustrated information on such topics as elements of effec- 
tive display, principles of balance and proportion, construc- 
tion of window background and fixtxores, and department and 
drug store displays. 

• Workbook . Student's Workbook, I969 (Reprint), 

63 pages, ^$1.25, Offset. 

The assignments have been designed to provide a practical 
means of applying knowledge gained from the study of the 
manual on principles. There are kk units in the workbook. 
Each assignment contains questions and, where practical, 
projects for the trainee to complete. 

• Answer Book . Teacher's Manual, I970 (Reprint), 

^7 pages, ^$1.25, Offset. 

Contents include answers to questions. Solutions to projects 
assigned students are not included in this booklet. 

Receiving, Checking, and Marking . Student's Manual, I969, 
82 pages, $3.00, Offset. (Cooperative Training). 

The manual contains the most advantageous techniques avail- 
able in the area of receiving, checking, and marking* There 
are 22 assignments dealing with such topics as receiving, 
safeguards, marking, distribution, corrections, and the employ- 
ment outlook in this area of distribution. An answer book is 
available for sale to teacher-coordinators. 

. Answer Book . Teacher's Gxiide, I969, ^6 pages, 

$1.50, MTset. 

The content pro^/ides the teacher with the needed resource to 
assess student performance, including projects and responses 
to questions in the 22 assignments. 
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Selling People > Teacher's G\iide, 1969; 76 pages, $3*50, 
Offset. 

This maniial was developed tc supply depth to the study of 
Selling. Emphasis is placed on hiaman behavior. The content 
covers six sessions which include: Selling— What It Is, Does, 
and Offers; Demonstration of Feat\are-Benefit Analysis; Under- 
stand Yourself and Other People, Too; Psychology of Selling, 
Peirts I and II; and. Consumer Motivation. 

Tell It Well (To Sell It Well ). Instructor's Manual, 196? 
( Repr i nt ) , 126 page s , $3.50, Offset. 

Content is set up for five 2-ho\ir sessions covering such topics 
as be yo\H»self (but change), in the know about the customer, 
what we talk about (and how), how we tell them, and the better 
you tell the more you sell. Visual aids and suggested flannel 
board presentations are included in the manual. 

HARDWARE, BUILDING MATERIALS, FARM AND GARDEN SUPPLIES AND EQUIP- 
MENT: Oil. 09 

MISSOURI . . 

Hardware Retailing . Student's Guide, 1965, ?l§6 pages, $2.50, 
Mimeo. (Cooperative Training). 

The guide contains the occupational information for teaching 
hardware retailing on an individual basis in a cooperative 
part-time program. It contains 23 assignments ranging from 
salesmanship, management, and merchandising, to areas of re- 
tailing, such as sporting goods, housewares and plimibing and 
building materials. 

. A Key to Questions . Teacher's Guide, I965, 

hi pages, ^$1.00, Mimeo. 

The answer sheets have been prepared for the coordinator's 
convenience in promptly scoring assignment sheets. 

TEXAS (U.T.) 

Farm, Home^ and Garden Supplies . Student's Manual. 1969; 
210 pages, $7.50, Offset. [Cooperative Training). 

The manual contains kk assignments which cover such broad 
' areas as animal feeds, fertilizers and soil amendments, 
chemicals, seed and vegetative propagation. It is prepared 
for use at the Junior College level and contains a wealth of 
information about modern day feed and farm supply stores 
that provide services to farmers, ranchers, and home gardners. 
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. Answer Book ^ Teacher's Manual, 1969^ 85 pages, 

$2*00, MTset. 

0 

Contains the questions and the answers to the 1^4 assignments 
in the student's manual. Suggestions are also included con- 
cerning accurate working out of the projects included in the 
assignments* 

Hardware Kit > 1966, $25-00, Offset. (Cooperative Train- 
ing). 

The kit consists of four assignment books and l6 advanced 
selling booklets from the National Retail Hardware Associa- 
tion. There is a teacher's Answer Book that acconipanies the 
kit. Individual assignment books shown below are not priced 
separately and are only available as part of the packaged kit. 

. Assignment Manioal I. Student's Manual, 129 

pages, priced with the Kit. 

Contains 50 assignments covering such broad areas as builders' 
hardware, hand tools, power tools, electrical supplies, plumb- 
ing supplies, and paints and wallpaper. 

. Assignment Manual II . Student's Manual, 84 

pages, priced with the Kit. 

Contains 37 assignments covering topics such as housewares, 
electrical housewares and gifts, cleaning emd laimdry sup- 
plies, lawn, farm and garden. 

. Assignment Manual III . Student's Manioal, 33 

pages, priced with the iCit. 

Provides 15 assignments divided between sporting gc )ds euid 
atheletic equipment and toys. 

. Assignment Manual IV . Student's Manual, 7^ 

pages, priced with the Kit. 

Makes i^vailable 33 assignments dealing with selling, merchem- 
dising, promotion and advertising. 

. Answer Book . Teacher's Manual, 336 pages, 

priced with the Kit. 

Contains the answers and suggested solutions to the projects 
covered in the assignments. Helpful to the teacher-coordin- 
ator in evaluating responses to many technical questions. 
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L\3mber and Biiilding Materials Kit * Student's and Teache 's 
Manuals, 1970 (Reprint), $5.75 for the Kit, Offset. (Co- 
operative Training). 

The kit consists of three manuals. ^ There are Parts I and II 
containing information about li;unber and building materials, 
and an assignment book. There is available an answer book 
paralleling the assignments priced as a separate item. 

\ 

. Part I . Student 's-^cher's Manual, I97O, 

121 pages, priced in the Kit, Offset. 

The manual was written to provide individual instruction for 
distributive education students who receive their training 
in builders* supply firms and lumber yards. Content covers 
such broad areas as lumber, plywood, blueprints, terms and 
Ivunber abbreviations. 

. Part II . Student 's-Teacher's Manual, 1970, 

139. pages, priced in the Kit, Offset. 

This manual contains information about such topics as metal 
building materials, windows, doors and millwork, hardware, 
glass, floor coverings, roofing, plaster, clay products and 
many more. 

. Assignments . Student's Manual, 1970 , 71 pages, 

priced in the Kit, Offset. 

The manual contains 71 lesson assignauents. There are questions 
to be answered and some assigned tasks to be carried to com- 
pletion by the trainee. 

. Answer Book . Teacher's Manual, 1970, 127 

pages, ^75 , Offset . 

Contains answers to the 71 student's assignments and aids the 
teacher-coordinator in evaluating accxirately the work of the 
trainee. 

Paint and Wallpaper . Student's Manual, 1970 (Reprint), 13^ 
pages, $4.00, Offset. (Cooperative Training). 

The manual was developed to provide specific in"^ormation and 
selling know-how for trainees in the paint and wallpaper busi- 
ness. It is divided into an assignment section and an inform- 
ation section. There are 3^ assignments covering a broad range 
of topics in the paint and wallpaper areas. The information 
section is well illustrated. 
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, Answer Book * Teacher's Manual, I968 (Reprint), 
57 pages, $1.50, Offset. 



The piorposes of this book are: (l) to present answers to 
questions based on the information presented and (2) to in- 
dicate those answers that should be obtained by the student 
from the training station. 

INDUSTRIAL MARKETING: 0l^.l2 
FLORIDA 

Marketing in ovoc Economy-Distributive Education, First Year 
Series: Unit III . Teacher's Guide, 1970, 58 pages, $1.50, 
Offset. (Cooperative Training). 

This is the third in a series of five units which comprise 
the first year curricxjlm of a two-year Distributive Educa- 
tion program beginning at the 11th grade level. It is de- 
signed to develop an understanding of the basic economic 
principles ard activities as they relate to and provide the 
basis for maj;keting in ovx economy, to develop a basic skill 
proficiency in the performance of the marketing functions, 
and to serve as an instructional guide for the teacher- 
coordinator. 

I The six-week unit includes the development of basic skills 

in the performance of the marketing function. Content is 
divided into two categories: Economics and Marketing. 

Marketing Management-Distributive Education, First Year 
Series: Unit v7 Teacher's Guide, 1970, k2 pages, ^.50, 
Offset. (Cooperative Training). 

In addition to the content which covers several economic 
areas of management; some specific areas of responsibility 
in marketing are covered by this guide. Suggested teaching 
techniques, references and audio-visuals are also included 
for use by the teacher-coordinator presenting the Units of 
Instruction. 

This lonit is the last in a series of five units which comprise 
the first year curriculum of a two-year Distributive Education 
program beginning at the 11th grade level. It is designed to 
introduce the student to the broad field of marketing manage- 
ment, to create an awareness of the responsibilities inherent 
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in the management marketing activities, to acquaint the stu- 
dent with several of the alternative decisions to be determined 
by marketing management, and to provide an insight into career 
opportunities available in this fields 

TEUS (U.tO 

Marketing in our Economy > Teacher's Guide, 19od (Reprint), 
137 pages, $4.50, Offset* 

This guide uses the two-column approach providing a teaching 
outline in one colimm and suggestions to the teacher in the 
other. Included as well are many suggested techniques for 
presenting the material interestingly. There is a helpfiil 
vocabulary of words at the end of each unit. Other devices 
are employed throughout the guide to assist the teacher. 
Topical areas covered include such items as economics, market- 
ing, distribution, research, and career opportimities in 
American marketing. The content is prepared for second year 
distributive education students. 



UTAH 

Business and Marketing Education Gialde . Curricviliam Guide, 
1966, 173 pages, $l750. Offset. 

Prepared to fill the need for a more definitive statement as 
to grade level emphasis, -objectives, teaching aids and pro- 
jects, cotarse content, and the like. The guide is divided in- 
to two parts : the first part contains seven outlined business 
education cotarses; the second part contains seven marketing 
education cotarse outlines. A bibliography is also included 
in this guide. 

PETROLEUM: Ok.lo 
NEW YORK 

Service Station Merchandising and Management - An Experimental 
Coxxcse of Study . Instructor ' s Guide , 19^7^ 87 pages, $1.50, 
Offset. 

The guide is for a coturse covering the sales and management 
ability as prime requisites for success in the service sta- 
tion business. It is designed to be a one-half or full-time 
high school coturse in the distributive education program. 
The guide contains a 21 -chapter outline together with a bi- 
bliography and visual aid source. 
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RECREATION MD TOURISM: Ol^*l8 
TEXAS (U.tO 

Sporting Goods > Student's Manual^ I967 (Reprint), 7^ pages 
$2*00, Offset. (Cooperative Training). 

Content is divided into a series of 35 assignments including 
questions and projects and information sheets dealing with 
such areas as fishing, golf^ baseball, archery and guns and 
ammunition. 

RETAIL TRADE, OTHER: Ol^.20 
KANSAS 

Credit and Collections . Sti^dent's Manual, I968, 9!^. pages, 
$3*00, Offset. 

This programmed text has been developed for credit grantors 
where limited information is available regarding the credit 
applicant. Topics covered include among others, consumer 
credit, the five basic credit plans, the credit interview, 
collection policy and the collection agency and rehabilita- 
tion. 

Record Keeping . Student's Manual, I966, I63 pages, $l^-.00. 
Offset. 

A programmed text providing a step-by-step procedxare for un- 
derstanding record keeping. Records of expenses, contribu- 
tions and deductions, keeping records of furnitxare, fixtxares, 
equipment and buildings are also explained in detail in the 
text. 

Show Card Lettering and Layout . Student's Manued, I968, 32 
pages, $2.50, Offset. 

The text, divided into three parts, covers such items as bal- 
ance and layout of cards, basic lettering systems, and letter 
ing of cards and posters. 

LOUISIANA 

Advanced Sales Techniques > Instructor's Guide, I967, 91 
pages, $2.00, Offset. 

Designed primarily as an adult teaching aid, but may be used 
at the post-secondary level. This guide contains general 
suggestions, an introduction, 25 outlined instructional units 
and a bibliography. 

Retail Security Clinic > Teacher's Guide, I968, Qk pages, 
$2.00, Offset. 
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This g\iide has been prepared to aid the instructor in pre- 
senting the problem, its effects, and the methods of detect- 
ing and controlling shrinkage. It will acquaint the partici- 
pants with the seriousness of the problem and define their 
role in prevention. Topics covered include the problem of 
shoplifting, detecting patterns of dishonesty, methods of 
controlling shoplifting, shoplifting laws and procedures 
of apprehension, shrinkage control and others. 

MISSOURI 

Salesmanship Group Instruction . Study Guide, I966, 77 
pages, $1.50, Mimeo. (Cooperative Training). 

Designed for group instruction to students enrolled in pre- 
paratory distributive education programs. Contains an anal- 
ysis of salesmanship, 20 assignment sheets, a training plan, 
and a progress record. References and questions are included. 

. Instructor's Key , I966, 8 pages. Free, Mimeo. 

Salesmanship Individual Study . Student's Guide, I966, lk6 
pages, $2.50, Mimeo. (Cooperative Training). 

Contents include an analysis of salesmanship and a series of 
20 assignments. The material covers retailing, merchandise 
knowledge, advertising, selling through mfedia, careers in 
selling and the like. 

. A Key to Questions . Teacher's Guide, I966, 

31 pages, $1.00, Mimeo. 

Provides answers to questions and problems prepared for stu- 
dents in cooperative education. Developed for use by the co- 
cordinator, the key speeds up the evaluation process. 

NEW YORK 

Small Business Management . Part I . Curricultmi Handbook, 
1968, 69 pages, $.50, Offset. 

Contains six lessons designed for a 2-hour class session with 
each to be taught by an expert on the subject under discussion. 
Covered by the sessions are such topics as reasons for success, 
sources of money, recordkeeping, marketing and selling, ad- 
vertising, and credit and collections. 

. Part II . Curricultmi Handbook, I968, 96 page^, 

$.50, Offset. 
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The course is intended primarily for those who aspire to own 
and operate their own business • Content includes such items 
as budgeting, taxation, business ins\arance, employee and pub- 
lic relations, store location and layout, and sources of 
assistance and information. 

OHIO 

Know Your Training Station . Student's Resovirce, 1966, I6 
pages, $clO, Offset. ^Cooperative Training). 

A workbook for trainees prepared to acquaint them with the 
rules and regulations governing job conduct and performance. 
The content supplements orientation activities of the coor- 
dinator and the employer. It provides the student with a 
ready reference during the beginning and early days of employ- 
ment when confusion may cost the individual his job. Presents 
many opportunities for the trainee to gather information for 
himself, discuss it with the coordinator, and build his own 
reference file on the work sitioation. 

Transparency Originals II . Teacher's Resource, 1968, 47 
pages, $1.00, Offset. 

This set of original drawings from which transparencies can 
be made covers such topics as Business Organization and Busi- 
ness Location. In addition, there is a section dealing with 
Personal Budgeting and the Fundamentals of Buying. The pub- 
lication contains no presentaliion other than the messages 
contained on the various "Masters" or originals from which 
visued materials may be developed. 

SOUTH CAROLINA 

The Downtown Teacher . Teacher's Manual. 1970, $.25, 12 
pages. Printed. TCooperative Training). 

This handbook has been prepared for the use of the teacher- 
coordinator in contacting and orienting the sponsor of dis- 
tributive cooperative education trainees. The program is 
explained in detail, yet the concise style makes it qioick 
reading. It is intended that the booklet be left with the 
employer or potential sponsor for reference purposes. 

TEXAS (U.T.) 

Appliance Sales Training-Answer Book . Teacher's Manual, 1970, 
270 pages, ^7.00, Offset. (Cooperative Training). 

Contains the answers to questions and problems which follow 
the information presented in each assignment. There is also 
helpful information in this manual for assessing the student's 
understanding of the assigned projects. This publication 
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brings together in one place answers to the appliance sales 
training assignments in the eight volumes entitled: Cooling 
and Heating Equipment, Dishwashers and Disposers, Home Enter- 
tainment Equipment, Home Laundry Equipment, Ranges and Cooking 
Units, Refrigerators and Freezers, Small Electrical Appliances, 
and Selling and Management in Appliance Retailing. 

This answer book prepared for the Teacher's use is one of nine 
items in a kit available at $^5*00. 

Cooling and Heating Equipment . Student's Manual, 1970^ 90 
pages, $5.00, Offset. (Cooperative Training). 

The manual is designed to develop well-informed appliance sales- 
men. This means they must learn about such things as equipment, 
models, capacities, requirements, and expected performance rat- 
ings. The publication is made up of 17 assignments covering 
cooling equipment, air conditioners, heat puii5)s, humidifiers, 
gas and electric heating equipment. 

Dishwashers and Disposers . Student's Manual, 1970, 92 pages, 
$5.00, Offset. (Cooperative Training). 

The content is designed to develop an effective salesman who 
knows his products — not only what they can do, but what they 
should not be expected to do and why. Ther^^re-^ight assign- 
ments dealing with dishwashers and four that cover disposers. 
A bibliography provides supplemental information soxarces such 
as books, reports, magazine articles, and trade materials. 

Home Entertainment Equipment . Student's Manual, 1970, 96 
pages, $7.00, Offset. (Cooperative Training). 

The content consists of 11 assignments backed up by a great 
deal of related information about sound and television equip- 
ment. Much the material is highly technical, but it is 
very important to the salesperson, ana of greater than aver- 
age interest to high school youth. Some young people could 
bring to this field considerable first-hand information 
through their ownership of tape recorder systems, color tele- 
vision, stereo and high-fidelity sound equipment. 

Home Laundry Equipment . Student's Manual, 1970, 132 pages, 
$7.00, Offset. (Cooperative Training). 

The use of detergents, bleaches, softeners, finishes and the 
like has made home laundry a science. A knowledge of scien- 
tific home laundry procedtares is vital and advantageous to 
the laundry equipment salesperson » The manual consists of 
16 assignments with ample scientific information to challenge 
the student of this important household equipment area. 
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Newspaper Circulation . Student's Resoxorce, 1966, 219 pages, 
$^•00, Offset. (Cooperative Training). 

One use of this resoxorce is as a reference in Distributive 
Education classrooms where instruction is given those train- 
ing for a career in newspaper circulation nanagement. The 
combination of on-the-job training, coupled with valid class- 
room instruction, tends to assxore a better newspaper employee. 
Topics covered in the five-part publication are: Introduction 
to Newspaper Circulation Work; Circulation Operation Procedxore; 
The Newspaper Carrier - His Responsibilities and Training; 
Duties and Training of Supervisory Personnel; and Country 
Circulation. 

• Answer Book . Teacher's Guide, 1966, 58 pages, 

$2.00, Offset. 

The guide contains both questions and answers sioitable for 
use in making assignments. Projects are described and answers 
are given to help the teachers to assess student comprehension. 

Ranges and Cooking Units . Student's Manual, 1970, 107 pages, 
$6.00, Offset . (Cooperative Training). 

Interestingly enough, this manual basically contains valuable 
merchandise information. It also presents a method of selling 
ranges by first learning what the range will do, how it will 
perform, and how it can save time and labor. There are 11 
assignments in this publication varying from feattares that 
sell ranges to the qualities of good cooking utensils. The 
manual is one in a series of eight, together with a teacher's 
answer book, that make up a kit of appliance sales training 
materials available at $^5.00. 

Refrigerators and Freezers . Student's Manual, 197O, 07 
pages, $5-00, Offset. TCooperative Training). 

This manual is written for the trainee, and it is presented 
from the standpoint of product information which, when wisely 
injected into the sales presentation, provides the salesman 
and the customer alike with mutual satisfaction. In addition 
to cabinet design and construction, the I3 assignments present 
helpful technical knowledge about electro-mechanical refriger- 
ation systems and the gas -absorption refrigeration system. 
The closing assignment entitled, "Dramatize to Sell" stresses 
a number of features that the salesperson shoiild thoroughly 
xmderstand to convincingly dramatize his sales presentation. 

Selling and Management in Appliance Retailing . Student ' s 
Manual, 1970^ 122 pages, ^6.00, Offset* ( Cooperative 
Training) . 
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The manual is one of a group marketed as an Appliance Sales 
Training Kit * The eight-item kit and answer book sells for 
$^5.00. However^ each manual is individually priced. 

This manual. Selling and Management ^ recognizes the decision- 
making role of the appliance store manager. It contains I8 
assignments; 11 of these deal with selling and 7 cover the 
management function in retailing. 

Small Electric Appliances . Student's Manxoal, 1970 , 97 pages, 
$6.00, Offset, {cooperative Training). 

Pertinent product information given to the customer by the 
informed salesperson is one answer to the question of price. 
This manual provides information on the use, care, and featxores 
of small appliances which shoiald be emphasized when selling. 
There are 18 assignments with information covering such appli- 
ances as food mixers and blenders, toasters, roasters, broilers, 
coffee makers, and irons. 

Stockkeeping . Student's Workbook, 1969, 1^3 pages, $5-00, 
Offset. (Cooperative Training). 

The workbook has been prepared for high school an'i jimior 
college students who will have stockkeeping as one cf their 
major duties assigned by an employer. There are 22 assign- 
ments that start with "The Organization of Distribution," and 
cover such other items as control, stockroom arrangement, and 
close with "Stocidteeping Duties." There is available for sale 
to the teacher an answer book. 

. Answer Book > Teacher's Guide, 1969^ ^7 pages, 

$2.00, MTset. 

The guide provides the teacher with the needed information to 
quickly evaluate student performance in the 22 assignments in 
the student's workbook. 

WHOLESALE TRADE, OTHER: Ol^.31 
OHIO 

A Post-High School Cooperative Distributive Education Program 
in the Wholesaling. Field, Manual #1: Organizing and Conducting 
a Program" Teacher's Manual, 1965, 52 pages, $1.50 Offset. 

Contains information about how to organize and operate a two- 
year post-high school distributive education program for per- 
sons seeking a career in the field of wholesaling. For use as 
reference for school administrators, supervisors, coordinators, 
and teachers* Discusses objectives for the Wholesaling Pro- 
gram, Advisory Committees, Administration, Staff, Promotion, 
Classroom Instruction, Instruction 'on the Job, and Student 
Efmluation. Includes a bibliography. 
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A Post-High School Cooperative Distributive Education Program 
1 in the Wholesaling Fields Manual Curriciaum for a Program ^ 

Teacher's Manual/ I965, 4? pages, $1.50, Offset. 

Contains a guide for planning coxorse for a two-year post-high 
school distributive education program for persons seeking a 
career in the field of wholesaling. For use as reference for 
school administrators, ^supervisors, coordinators and teachers. 
Describes cxorriculum content with specific subject areas de- 
tailed for first -year and second -year Wholesale students. 
Each course plan includes objectives, topic outlines, methods 
and techniques for presentation. Contains a bibliography. 

DISTRIBUTIVE EDUCATION, OTHER: OU.99 
ALABAMA 

Distribution for Young Workers . Teacher's Guide, I969, 2U7 
pages J $5.00, Offset. 

The declared purpose of this guide is to give the teacher- 
coordinator a design for implementation in the first year of 
the cooperative program. Five major categories of instruction 
are included; they are: marketing, product and/or service 
technology, social skills, basic skills and distribution in 
the economy. The course is based upon I80 hoxors of teaching. 
There is a bibliography at the end of each xinit. 

^ High School Cotorse of Study in Vocational Trade and Industrial 

\- Education and Distributive Education - Voltmie IV . Teacher's 

GuideJ 196^, 272 pages. Free, Offset. (Cooperative Train- 
ing). 

Section II of this guide describes the distributive education 
program including both the cooperative and non-cooperative 
plans. Curriculum outlines are included for 22 occupational 
fields. Other infoimtion is included pertinent to the organ- 
ization and operation of the program at the local level. 

ARKANSAS 

DicLributive Education Official Handoook. Teacher's Guide, 
1970, 149 pages, $1.50, Offset . (Cooperative Training). 

Ths. handbook describes the functions, duties, and responsibil- 
ities of the teacher-coordinator of Distributive Education. 
Treated in the publication are such topics as program policies, 
advisory committees, suggested cotorse outlines, training for 
the handicapped and disadvantaged, student placement, and 
supervision, evaluation, and many more. 
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FLCRIM 

The Cooperative Plan for Distributive Education In Florida's 
High Schools > Bulletin jf^kR-Q '. Coordinator's Giiide, 1970 
(Revised), 2.0k pages, Free, Offset • (Cooperative Training). 

The publication has been developed to assist administrators, 
supervisors^ and teacher-coordinators in establishing and 
operating cooperative distrlbicfciv*^ education programs ir 
Florida High Schools. Content is organized \mder six broad 
headings : 

Philosophy and Objectives 
Teacher - Coordinat or 
Organization and Operation 
Curricialimi Planning 
Evaluation and an Appendix 

The appendix refej Ting to surveys, vork agreements, and the like 
is also included. 

Distributive Education Programs in Florida's Junior Colleges - 
Bulletin Supervisor's Giiide, 1967, 55 pages, Itee, 

Offset, (cooperative Training). 

The guide is offered to assist junior college presidents, de- 
petrtment heads, and teacher-coordinators in the organization, 
operation, and administration of distributive education pro- 
grams in the junior colleges. 

Organization, Location, and Finance-Distributive Education ^ 
First Year Series; Unit TV . Teacher's Giiide, 1970, 55 
pages, $1.50, Offset. ^Cooperative Training). 

TMs is i^art of a tvo-year Distributive Education program 
beginning at the 11th grade level. It is designed to acquaint 
the* student with the various types of business ownersldp, to 
develop an understanding of the meaning, importance and types 
of intemcLL organization, to develop an understanding of the 
importance in selecting the right location for a business, to 
create eui aw6u:eness of the various types of capital reqiiire- 
ments in the organization and operation of a business, and 
to acqixalnt the student with the sources of capital avail- 
able for meeting these needs. 
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Organization and Operation of Distributive Education Programs 
for Adults - BiOletln #7^H-»9 > Supervisor's Guide, 1959 
'levised}, 78 pages. Free, Offset. 



The guide has been developed to assist county superintendents, 
local directors of vocational education, local coordinators, 
and supervisors in the organization, development, and super- 
vision ^f distributive education programs for adults. It 
Isoncjontains a bibliography. 

Orientation-Distributive Education, First Year Series; 
Unit I. OJeacher's Guide, 1969, 95 pages, $1.50, ^f set . 
(Cooperative Training). 

This unit is the first in a series of five units which com- 
prise the first year curriculum of a two-year Distributive 
Education program beginning at the 11th grade level. It is 
designed to acquaint the student with the Distributive Edu- 
cation program and to serve as a guide for the teacher- 
coordinator Inpreparlng the student for his initial entrance 
into the business world. See also: Unit II, Merchandising; 
Ifait m. Marketing; Unit IV, Organization, Location, and 
Finance; Ifeit V, Marketing-Management. 

The Troject Plan for Distributive Education in Florida High 
Schools -> Bulletin #7^H-6 . Supervisor's Guide, 1967, ' 6h 



pages. Free, Offset. 

The guide has been prepared to assist administrators and dis- 
tributive education personnel in establishing and operating 
proJ<=^ct plans in distributive education in Florida High Schools- 
The project plan involves regularly scheduled series of indl- 
vidxaally-deslgned learning activities In order to apply theory 
in practice while developing necessary competencies. 

IDAHO 

Distributive Education's Place in the Business World - Voc. 
Ed. #100 . Guide, IQb^f, 23 pages. Free, -Offset. 

Contalnc suggestions for c <;anlzlng and operating programs of 
distributive education at tne secondary and adult education 
levelfi. 

INDIANA 

Coordinator's Manual for General Related Studies for Diversi - 
fied Cooperative Education Sti;idents in Indiana , Coordinator ' s 
Manual, 196^, 93 pages, $1.00, Offset. (Cooperative Train- 
ing). 
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This nymuRl has been developed as a companion booklet for the 
Indiana General Related Stixdy Gvdde > Its purpose is to ease 
the ^scoring task confronting the coordinator as well as pro- 
viding considerable information to enhance the related class- 
room content. It contains 1? assignment sheets with keys to 
study questions, references, and other s\iggested teaching aids. 

KANSAS 

Ho v to Train an Bnployee . Student's Manixal, 1969^ 3o pages, 
^.00, Offset. 

Conteno includes four chapters dealing with such topics as 
preparing yourself for training, how to train, case study, 
and applying training techniques. The material is programmed 
and is self-peoing. ; 

Human Relations > Student's Manual, 196?, 103 pages, $1^.00, 
Offset. 

Contains a method of problem solving to be used in human re- 
lations situations The content is programmec" providing the 
learner with the opportunity to progress at his own learning 
pace. The pattern involved in the problem-solving has appli- 
cation in any kind of business or industry situation. 

Introduction to Distributive Education . Student's Manual, 
1968, 55 pages, $2.50, Mimeo. 

The manual is intended to serve students at the jxrnior high 
school, or high school level. It covers marketing and dis- 
tribution. There are ten chapters dealing; with such areas 
as grooming, human relativ. 3 on the job, success factors, 
eidvantages of a distributive education program and the like. 

LOUISIANA 

Coordinator's Handbook for Distributive Education in Louisiana . 
1970 (Revision), 198 pages^ $2.00, Offset. (Cooperative 
Training). 

This handbook was designed specifically for local distributive 
education coordinators in the State of Louisiana. It is in- 
tended as a single reference source to provide local coordin- 
ators with the knowledge, methods, and techniques of the 
State departments distributive education program. The book 
consists of three sections: (l) Distributive Education and 
its Place in Louisiana Vocational Tducation; (2) Cooperative 
Distributive Edacation; (3) Adtdt Distributive Education. 
It also contains a Distributive Education classroom layout, 
various forms, a glossary, and a bibliography. 
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Evalixatlon of Your Cooperative Distributive Education Pro - 
gram - Bulletin #1070 > Evaluation Guide, I966, 18 pages, 
$2.00, Offset. (Cooperative Training). 

The guide is an evaluativ ievice to assist administrators 
and distributive education coordinators to assess their pro- 
grams. 

It contains criteria for eval\iating physical facilities, 
selection and placement of students, cooperative training 
stations, coordination, use of records, professional atti- 
tudes^ and public relations. 

Tour Guide Training - Mult Series . Conference Leader's 
Guide, 1967, 110 pages, $2.00, Offset. 

Developed for adiilt programs to assist the trainee acquire or 
reinforce the skills, attitudes, and knowledge necessary for 
tour guide job competency. This guide contains an introduc- 
tion, 13 outlined instruction imits, and a bibliography. The 
first 5 units rela*e to generetl information] \mlts 6 through 
13 relate specificv.ily to the city of jw Orleans and environs. 

MISSOURI 

Management Group Instruction . Student's Guide, I967, 
pages, $2.00, Mimeo. (Cooperative Training). 

This guide in cooperative and prepEiratory distributive educa- 
tion contains ll^- assignments designed for group teaching. 
Content deals with proprietorships, partnerships, corporations, 
buying, pricing, employer-employee relationships, career plan- 
ning and many additional topics. 

• Teacher's Guide, 1967, 2 pages, $1.00, 
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Provides answers helpful in evaluating student performance on 
group instruction assignments. 

tfanagement Individual Instruction . Student's Guide, 1967, 
70 pages, $2.50, Mimeol (Cooperative Training). 

Contains ik assignments starting with business organization, 
proprietorship, and partnerships, continues through marketing 
management, production management, and closes with career plan- 
ning. ^ 

A Key to Questions . Teacher's Guide, I967, I5 



pages, Mimeo 
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Provides answers for use by the coordinator in evaliiating 
student's understanding and progress. 



Management Individual Study . Study Guide, I967, &^ pages, 
$1.50, Mimeo. (Cooperative Training). 

Designed for individual supervised study covering the related 
information taught in preparatory and cooperative distributive 
education programs. Contains an analysis of management, 1^ 
assignment sl^eets, a training plan and a progress record. 
References amd questions are included. 

. Instructor's Key . 1967, 15 pages, $.50, 

Mimeo. 

NEVADA 

Selected ^iSthod of Instruction in Distributive Education . 
Instructor's Guide, 19^1, 67 pages. Free, Mimeo. 

The guide is designed to assist instructors in teaching courses 
in distributive education. It contains information on commun- 
ity resources; teaching techniques, utilizing case studies, 
role playing, brainstonning, visual aids, and the like. 

Selling Techniques . Student's Guide, 1970, 9^ pages. Free, 
Offset. 

Contains 15' units dealing with most aspects of selling. The 
guide opens with a definition of selling in Unit I and con- 
tinues throu"- motivational research to the do's and don't 's 
of successful salesmanship. 

KEW JERSEY 

Assisting Business in Disadvantaged Areas . Coordinator ' s 
Manual, 1970, 28 pages, $.50, Offset. (Cooperative Train- 
ing). 

Various ways are presented in which the D. E. Coordinator 
with the help of students and DECA can aid small businesses 
in ghetto areas. The manual also shows ways in which ghetto 
areas can become* learning laboratories for D.E. students. 

Distributive Education for the Disadvantaged . Teacher ' s 
Manual, 197O, 35 pages, $.50, Offset. 

Contains 10 projects to be undertaken by the disadvantaged 
D. E. student. The psychological objectives as well as the 
D. E. ob,^,ectives are covered iniiie text. A more positive 
self-image and other outcomes should result from instituting 
the course. A. supplemental, project that involved making a 
community survey to determi/ne the need for adialt D.E. train- 
ing is also included. 
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Guidelines for Post^Secondary Dlstrlbxrblve Education * Guide- 
lines^ 1969^ 19 pages, $.50, Offset. 

Contains suggestions for the organization of several curric- 
ulum patterns and the inrplementation of these patterns in 
preparing students for mid-inanageinent careers. Topics in- 
clude such material as the role of the community college, 
mid-management career programs, transfer programs, teacher 
aide programs and several others. 

Introduction to Vocations - IM-stributlve Education Ifotit * 
Teacher's Manual, I97O, 30 pages, $.50, Offset. 

Contains a course outline covering a 3-week course to intro- 
duce students to various career possibilities in distribution. 
Fifteen lesson plans are included which contain films, demon- 
strations, field trips, guest lecturers and other class ac- 
tivities. 

An Orientation Course of Study in Data Processing for D.E. 
Students ^ Student's Manual, 1970, 60 pages, $.50, Offset. 

Introduces the D.E. student to the basic concepts of elec- 
tonic data processing and to the value of electronic data 
processing to distribution. 

Suggested DECA Projects for Inner City Schools of Nev Jersey . 
Teacher's Manixal, 1970, 18 pages, $.50, Offset. 

Five types of projects that disadvantaged inner city DECA 
members can undertake are outlined in the manual. Projects 
include an in-school service project, assistance to local 
business men to improve their relationships, encouraging 
Inner city residents to operate their own businesses and 
some others. 

A Tenth Grade Curriculum for Ittstributive Education . Curric- 
ulum Guide, I97O, kl pages, $.50, Offset. 

This outline covers such areas as orientation, DECA, communi- 
cation, personality, good grooming, distributive occi5)ation, 
job application, and interviews. Sample personality tests 
are Included and a self -inventory on grooming along with a 
sample job application form complete the booklet. 

OHIO 

Advisory Committees - Manual #3. Guide, 1961|., 29 pages, 
$1.50, Offset. ( Cooperative Training) . 
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For reference use of coordin8.*tors and teachers* Content in* 
eludes types of advisory committees^ committee con^osition, 
organization of committee^ committee meetings^ advisory com- 
mittee role and fimction^ and evaluation. Contains a titliog- 
raphy. 

Bulletin Boards for Distributive Education * Teacher's Resource, 
1970, k9 pages, $2*00, Offset. 

Contains biilletin board layouts for Distributive Education. 

A helpfiil introduction explains why bixlletin boards are needed, 

successfiil design requirements, and plans. Bulletin boards 

and display boards are explained and samples are shown throughout 

the publication. 

Channels of Distribution . Teacher's Guide, I968, 26 pages 
plus Ik masters for transparencies, $1. 50, Of fset. 

The unit provides basic material for students to gain a know- 
ledge of distribution and its significance in providing con- 
sumers with goods and services. Wholesaling, retailing, and 
service type operations are covered. The transparency orig- 
inals are keyed to the concise content. 

A Collection of Overhead Transparency Originals for Distrib- 
utive Education . Teacher's Resource, 19d6-67, Sk pages, 
$1.50, Offset. 

The collection consists of about 80 "originals" from which 
transparencies can be made. Broad, topical areas covered in- 
clude: An Introduction to Distributive Education; Advertising; 
Record Keeping j Sales; Financing; and, miscellaneous trans- 
parency masters. Instructions for getting from the original 
material to transparencies is included in the publication. 

Creative Thinking . Teacher's Guide, I969, 128 pages, $3.50, 
Offset. 

This guide shows what creativener? is and how to contribute 
creatively through an interplay attitudes, aptitudes, re- 
sources, and planning. The imit can be used with high school 
students, post-high school students, and adixlts. It is in- 
tended to provide an introductory study of the principles of 
creative thinking and to suggest ways and means by which in- 
dividual and groxip creativity may be increased. 

A Directory of Marketing and Trade Associations . Teacher • s- 
Student's Resource, I969, 51 pages, $2.00, Mimeo. 
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Contains a listing of marketing and trade associations re- 
lated to distributive education. The list brings together in 
one place many sources, thereby facilitating communication 
and study in any desired area by the student -learner. Areas 
covered include: manufacturing, transportation, communi- 
cation, wholesale and retail trade, finance, insurance, real 
estate, and services. 

Distributive Education Guidelines for Training Plans . Coor- 
dinator's Guide, 196?^ 105 pages, $2.00, Mimeo. (Cooper- 
ative Training). 

Designed to serve as a reference for Distributive Education 
Coordinators. The content consists of 22 sample training 
plans for use in developing individual job training plans 
which involve the student, coordinator and employer. This 
guide should be used in conjimction with "Job Descriptions." 

Distributive Education for Me? Could be. . I965, 3 pages, 
$.01, Offset . (Cooperative Training). 

Used by coordinators to gauge initial reaction in mass re- 
cruiting assemblies, etc. Has a fill-in blank on back cover 
for indication of interest in program. 

Economics for Distributive Education . Student *s Resource, 
1969^ 37 pages plus originals for making I7 transparencies, 
$1,50, Offset. 

Contains an introduction to the study of economics with em- 
phasis on the economic fimctions as they affect marketing and 
distribution. Basic concepts explored include supply and de- 
mand, production and prices. Through this introductory course 
students gain a deeper insight into the workings of the Nation' 
economic system. 

Educational Media for Distributive Education . Teacher ^ s 
Manual, 196?^ 53 pages, $1.50, Offset. 

The manual sets about to briefly list some media and materials 
presently in use, to point out specific sources of material 
available, and to list some techniques used to facilitate 
learning. The content should prove very valuable to a begin- 
ning teacher or coordinator concerned with student motivation 
and teaching excellence. 

Ethics for the Distributive Education Student . Student's Re- 
source, 1970, 39 pages, $1.50, Mimeo. TCooperative Train- 
ing). 
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Contains a series of case problems with discussion points pre- 
pared to stimulate student thinking. The problems center a- 
round the employment situation and circimistances facing young 
workers. Ethical solutions are asked for relating to on-the- 
job conditions. 

Evaluation Forms . Teacher's Resource, 196^^, 8 pages, 50/ 
$1.50,- 100/?2.50, Offset. 

These student evaluation forms are made up of an original and 
a carbon printed on NCR paper reqxiiring no carbons. Areas 
covered include: 

D. E. Trainee Evaluation - General Skills 
Display Skills - Specific Area 

Bank Skills - || 

Sales Skills 

Orders may combine any of the four forms to arrive at a min- 
imum grouping of 50 copies for an acceptable order. 

Getting the Right Job , Teacher's Guide, 1970, 5^ pages, 
$1.50, Off set 7 (Cooperative Training) 

The content is organized into 5 units ranging from "Planning 
YoiiT Career Objective to The Interview." The material is de- 
signed to aid the student in locating job sources, applying 
for employment, and successfully completing the interview. 
Teaching suggestions helpful in handling the content are in- 
cluded along with some instructional aids for teacher use. 

How to Promote a Career in Retailing Work . 19^^, 1? pages, 
$.10, Mimeo. 

A planned project for a Distributive Education class. De- 
tailed information concerning all phases of the retailing 
careers project including publicity tips, source materials, 
sample releases and a suggested speech text. 

Introduction Card . Teacher's Resource, 19^5^ 1 page, $.'01, 
Printed. (Cooperative Training). 

This is a printed 3"x5" card used by a coordinator when a co- 
operative education stiident reports to a prospective einployer. 
The reverse side of the card may be used by the employer to in- 
dicate his decision relative to hiring the student. 

Job Descriptions . Teacher 's-Student 's Resource, 196?^ 105 
pages, $2.00, Mlmeo. (Cooperative Training). 
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The manual provides a listing of duties for a wide range of 
jobs in the fields of distribution and marketing. It is de- 
signed as a reference guide to facilitate malting up individ- 
ual student training plans. Additionally, the job descrip- 
tions can be used to prepare the student for more successful 
on-the-job performance. Forty-one maj t job descriptions in 
D. E. are broken down into tasks performed by the worker on 
the job. 

A Library for Distributive Education . Teacher's Resource, 
1970, 3^ pages, $2.00, Offset . TCooperatiye Training). 

The listing contains books on marketing and distribution, in- 
cluding some paperback selections. The alphabetical arrange- 
ment covers a spectrum from "Accounting'* through "Vending 
Machines." A helpful sour'ce book for the teacher, coordin- 
ator, and librarian. 

Mr. Employer . Guide, 196h, h pages, 50/$1.50, 100/$2.50, 
250/$5.00, 500/$8.00, Offset. (Cooperative Training) . 

A handout for businessmen, parents, and students. Explains 
briefly the Distributive Education program and the responsi- 
bilities of all parties involved. 

The Newspaper as a Teaching Device . Teacher's Guide, 19^7, 
31 pages, $1.00, Offset. 

The guide contains ways to use the newspaper to augment text- 
books and provide fresh approaches to capture student inter- 
est. Content includes 12 units ranging from "Teaching Ad- 
vertising with a Newspaper" to "General Recommendations for 
Classroom Activities Related to the Newspaper." The two- 
column approach is utilized showing the topics to be covered 
and the suggested methods (techniques) to be employed in 
teaching the content. 

Ohio's High School Program of Distributive Education . Guide, 
1965, 7 pages, 10/$. 25, 50/ $1.00, Offset. (Cooperative 
Training). 

A pamphlet explaining the high school cooperative program 
from the daily schedule, subjects studied, to possible career 
opportunities available to the Distributive Education gradu- 
ate. A recruiting device. 

Personality Development for Adults . Teacher's Gui^e, I965, 
36 pages plus student passout sheet s , $1 . 50 , Mimeo . 



The guide covers such things as personality traits, voice, 
appearance, and other items associated with personality. The 
content has merit in the development of beginning workers in 
distribution. The two-column arrangement of the teaching 
outline provides teaching suggestions to acconipany the content 
of the iinit. 

A Profitable Educationetl Experience for D.E. Student - Going 
Into Business for Yoxorself . Coordinator's Guide, 19^7, 5 
pages, $.10, Offset . (Cooperative Training) \ 

A concise format for a student project giving objectives to 
be met, sources of information for students and specific proj- 
ect outlines with references. 

Student Abilities and Attitudes in a Distributive Education 
Program i Teacher's Reso\arce, 1965^ ^ pages, $.05, Offset . 

Contains a synopsis of the abilities and attitudes of signif- 
icance to successful D. E. students. The leaflet has merit 
for use with those who select, guide, advise, and employ D.E. 
students . 

Student Selection . Teacher's Guide, I967, 57 pages, $1-50, 
Offset. 

The gixide takes a step-by-step approach to screening and se- 
lecting potential Distributive Education students. It is 
divided into three major sections with areas of concentration 
under each. The sections cover Selection of Students, Read- 
ings on Systems for Selection, and Promotional Aids for Stu- 
dent Selection. Paper and ink colors have been utilized to 
make teacher and student materials easily identifiable. 

Suggested Program of Study for the Two-Year High School Distri- 
butive Education Program . Coordinator's GviideT I967, 21 
pages, $1.00, Offset. (Cooperative Training). 

A program of study developed for use in the junior and senior 
year of Distributive Education programs. Topic areas are 
dealt with on a general basis. with important sub-topics listed. 
The content outline is divided into 20 topics for the junior 
year and 10 topics for the senior year. Text references are 
listed which are keyed to the individual topics. 

Taxonomy of Distributive Education . Teacher's Resoxirce, 
1968, 35 pages, $1.50, Offset . (Cooperative Training). 
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The publication contains the instructional code numbers for 
distributive education (distribution and marketing) covering 
specific Jobs within these fields. The listings provide Job 
code numbers in the 04.0000 series in the distribution and 
marketing areas. 

OREGON 

Marketing . Curriculum Guide, 1970, 109 pages, $2.50, 



Instructional specifications are set forth for 18 areas in 
the cluster. Topics covered range from salesmanship and 
product technology to buying fundamentals and management 
functions. 

PUERTO RICO 

Preparatory Program on Distribution and Marketing Educ ation . 
Curriculum Guide (in Spanish}, 196B, 78 pages. Free, Off- 
set. 

The guide provides suggested curriculum content for a prepar- 
atory program at the 10-grade level. ActivJ.ties and functions 
suitable for a program of distributive education are included. 

SOUTH CAROLINA 

Bulletin Board Ideas fo r Distributive Educati on . Teacher • s 
Manual, 1969, 28 pages, $1.75, Offset: 

The booklet is an aid in making the most effective use of the 
bulletin board. The suggestions contained in the publication 
should stimulate creativity in the teacher to find new or 
additional ideas, vith a motivating message to students. The 
manual suggests involving students in all bulletin board ac- 
tivity to heighten their interest in distribution and market- 
ing. 

gLstributive Education St udent Handbook . Student's Handbook. 
1969, 13 pages, $.50, Printed. 

The handbook is addressed directly to the student and includes 
such things as duties and responsibilities of a D.E. student 
Code of Ethics, the distributive education club, your future' 
in D.E., and a place to record dates to remember. The use of 
color and the inclusion of illustrations make it an attractive 
student publication. 

TEXAS (U.T.) 

Advanced Selling. Teacher's Guide, 1966 (Reprint), IkQ 
pages, $^.50, Offset. ^' 
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The content, while planned to laionch students into the realm of 
professional selling, is not ahove high school student compre- 
hension. Six units are covered the guide and include such 
items as the challenge in selling, knowledge of the merchandise 
is power, build business through good ethics, and others. Each 
unit draws together the main ideas for greater mastery. There 
is a vocabiaary list, test suggestions, and a "bibliography with 
each unit as well. 

Applied Arithmetic For Distribution . Student's Manual, 1970 
(Reprint), 95 pages, $3-00, Offset. 

The information and the problems in the assignments are de- 
signed to equip the trainee with the skills of arithmetic 
suitable for application to merchandising problems. The 18 
assignments are categorized under five main sections. In- 
volved are computations in eemaings, payroll and productivity; 
discounts and interest; mcurgins, markdowns, and expenses; and, 
turnover and profit. The closing section deals with interpret- 
ing business records. 

. Answer Book . Teacher's Manual, 1966, 1^-2 pages, 

$1.25, WYset. 

The answer book provides solutions to problems, information 
about projects and speeds the teacher 's-coordinator's evalua- 
tion of student progress. There is also a helpful bibliog- 
raphy provided which contains many helpfiil texts and refer- 
ences. 

Arithmetic for Distribution . Teacher's Guide, 1961^-, 128 
pages, $3.00, Offset. 

The material in this guide contains the basic fundamentals of 
arithmetic frequently used in the field of distribution. The 
16 units take the learner from the addition of whole numbers 
and the making of change through percentage and weights and 
measures. Fundamentals are sufficiently detailed so that the 
teacher can concentrate on relating the instruction to real 
life situations in the field of distribution and marketing. 

Arithmetic for Distribution Drills . Student's Manual, 1968 
(Reprint), 97 pages, $3.00, ^oet. 

The content has been prepared for individual student instruc- 
tion. It is intended to supplement class discussion and drill 
in aurithmetic. Material in the mantial is to be covered by 
first year students. In the four sections are covered such 
items as eurithmetic fundamentals, mathematics for distribution, 
you and yoxir federal income tax and administrative mathematics. 
Twenty-five lanits of instruction are included in the publication. 



. Ansver Book . Teacher's Manual, 19^9 (Reprint), 

28 pages, ^$1.50, Offset. 



Contains the answers to the problems and assignments contained 
in the student's manual. 

Basic Math of Distribution . Teacher's Guide, 1969^ 176 
pages, $6.00, Offset. 

The publication is written from the point of view that in 
distributive education it has long been recognized that the 
teaching of math has needed a fresh approach or direction* 
The approach used in the guide is from the concept of profit 
in distribution. There are three par^;s^that make up the 
content. Part I, The Principles of Profit; Part II, The 
Improvement and Development of Math Skills; and. Part III, 
The Application of Math to Distributive Functions. 

Basic Organization of Distribution . Teacher's Guide, 1968, 
108 pages, $4.00, Offset. 

This guide is an enriched soxorce book from which a teacher 
can develop teaching outlines. Included are masters for 
transparencies, a summary at the end of each unit, a vocabu- 
lary list, and organization charts. There are five units in- 
cluded which cover: How Our American Business ^stem Operates; 
Channels of Distribution; Distribution in the Local Community; 
Fundamentals of Distribution Organization; and. How A Distrib- 
utive Business is Organized for Work. 

Color Dynamics . Student's Manxial, 1968, 173 pages, $8.95 
for the Kit^, Offset. 

A basic knowledge of color is vital to merchandising and 
product information. The references used in the assignments 
are the best and simplest that could be found for high school 
level understanding. There are 21 assignments in the manual. 
Each assignment contains information about a specific topic, 
a series of questions to be answered, and several projects 
challenging to the trainee. 

. Answer Book . Teacher's Guide, 1968, 77 pages, 

priced with the Kit, Offset. 

The answer book aids the teacher in assessing the degree of 
learning and understanding achieved by the trainee. 

^ The Kit includes a student's assignment manixal, an answer 
book for the teacher, and three reference booklets. 



Communication in Distribution . Teacher's Guide, 1968, 175 
pages, $7.00, Offset . (Cooperative Training). 

The guide is prepared to 'help Distributive Education teacher- 
coordinators convince students that their communication can 
be effective and vital in their lives. Content is set up in 
two-column format with suggestions to the teacher given on one 
side and the teaching outline on the other. Five units are 
included: Communication Defined and Ebcplained; Listening and 
Observing; Reading; Oral Commiinication; and Written Communi- 
cation. Level of content: First year basic instruction. 

Communications (Oral and Written ). Teacher's Guide, 196^^, 
173 pages, $3.75, Offset. 

The primary focus of ..this guide is to helv each trainee under- 
stand and master the techniques of oral communication in order 
• to use these skills in influencing others positively. Part 
one contains seven units dealing with oral communications. 
Part two, dealing with written coramiinications, has ten units. 
Written assignments are incorporated into the guide to assist 
the teacher . .1 developing student comprehension. 

Congr atulations on Becoming a Training Sponsor . Teacher's 
Manual, 1966, 21 pages, $.35 ea. - $.25 ea. in lots of 10, 
Offset. (Cooperative Training). 

This is a compact, complete resource maniial tailored to the 
needs of business men. It provides the teacher-coordinator 
with much helpful information to transmit to the sponsor of 
his trainees. Left with the businessman it can become a 
helpful handbook to guide him in his work with the student 
and the school. 

Data Processing as it Applies to Distribution . Teacher ' s 
Manual, 1970, 113 pages, $5-00, Offset . 

This teacher's manual provides a simple and direct approach 
to data processing and the use of computers. Subjects in- 
clude: What is data processing?; factors of improved data 
processing methods; electronic data process; and, the appli- 
cation of EDP to distributive business operations. 

Distribution in Our Economy . Teacher's Guide, 1970 (Reprint), 
80 pages, $2.50^ Offset. 

■ -This guide is intended to expose the displaced workers to a 
description and an analysis of the economic system, as related 
to distribution, in which they live and work. Major divisions 
within the manual include such topics as economics defined 
and explained, scope of the economy, economic concepts as they 
relate to distributive education, and career opportiinities in 
distribution. 



The Hov in Parliajnentary Procedures , Student's Handbook, 
1967^ 56 pages, $.40, Printed. 

The handbook is written for students who participate in group 
meetings where parliamentary procedures are employed. Its 
content, copyrighted in I967 by The Interstate Printers and 
Publishers, Incorporated, Danville, Illinois, provides the 
basic content for a series of assignments on how to take part 
in a meeting, how to conduct one, and how to make sure all 
participants are protected. 

. {Student's Workbook . I969, 23 pages, $1.00, 

Offset. 

The workbook bontains 12 assignments that include problems 
and projects. Students are urged to role-play situations to 
develop skill in handling meetings with members of a peer 
group. A section of the booklet is set aside for a definition 
of terms based upon Roberts' R\jles of Order. 

. Teacher's Answer Book . I969, kk pages, $1.50, 

Offset. 

This Einswer boofcTfln'" addition to providing the teacher with 
the needed informat*'. - for evaluating student' perf ormance, 
contains answers to the test on the first six assignments, a 
suggested test on the last six assignments with answers, and 
a definition of terms used in parliamentary procedTores. 

How to Supervise Employees . Instructor's Manual, I969 (Re- 
print), 71 pages, $5.00 (includes: How to Train Manual), 
Offset . 

Contains the familiar two-column approach of teaching tips 
and content. There is included as well of set of I8 passout 
sheets which the instructor can reproduce and use in teaching 
the course. Topics covered include such items as, how to in- 
duct an employee, how to follow up, how to handle grievances 
and a check-up on supervision. 

How to Train an Employee . Instructor's Manual, I969 (Reprint), 
5^ pages, priced with above manual. Offset • 

The manual contains the basic steps in training and covers 
techniques for putting across skill development, factual in- 
formation and attitude development. Several helpful passout 
sheets are available in the manual as well. 

Motivate for Profit . Teacher's Manual, I967, 9I pages, 
$3.50, Offset. 

47(D) 



This is a management course consisting of five \inits. Topics 
handled in the various units include man and his work, motives 
and motivation, job attitude factors, motivation techniques, 
and techniques at work. Included in the manual are 12 hand- 
out sheets. 

Personal Development for Girls . Student *s Manual, I968, 
1^5 pages, $3.00, Offset. (^Cooperative Training). 

The publication was developed to help young women in Distribu- 
tive Education with any personal or individual problems. At 
the close of each assignment is a set of questions and one or 
more projects to help students apply knowledge gained relat- 
ing tc personality, personal appearance, positive attitudes 
and effective communication. There are three major sections 
in the resource manual. Section I, Developing Personal Health 
Section II, Developing Personal Appearance; and. Section III, 
Personal Skills and Behavior. 

. Answer Book . Teacher *s Guide, 1968, 1^-3 pages, 

$1.50, Offset. 

The answer book provides the teacher with a handy aid when 
assessing student comprehension of the content of the \Hiit 
assigniuCnts . 

Personal D e velopment for Young Men * Student *s Manual, I968, 
119 pages, $3.00, Offset. ( Cooperative Training). 

The manual with its 26 assignments (including projects) wcls 
designed for boys in distributive education. The three sec- 
tions in it parallel the three principal factors of person- 
ality—the way one looks, the way one speaks, am '.he way 
one acts or behaves. An answer booif is available x*or sale 
to teacher-coordinators. 

. Answer Book . Teacher's du'^e, 1968, pages, 

$1.50, Offset. 

The answer book is an important aid in evaluating student 
comprehension of the content of the 26 assignments prepared 
for young men in the field of distribution. 

Personal Qaallties for Success in Distribution . Teache^ * s 
Guide, 1969 (Reprint), 50 pages, $1.50, ^f set . 

The guide was developed to meet the needs of individuals pre- 
paring for entry jobs :.n distribution. I consists of five 
units aiA^I e. bibliography. Topics covered included the able 
man and his health, attitudes and ethics. How to apply for 
a job is also included in the content of this booklet which 
is one of a series consisting of four manual<5 entitled. 
Preparatory Series. All foxnr manuals purchased as a se"*"- sell 
for $9.95* 
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Projects , Teacher's Maniial, I969, I80 pages, $6.00, 
Offset. 



This manixal makes available to the teacher a wide range of 
projects for use in teaching situations. It provides suf- 
ficient resoxorces to free the instructor to better organize 
and teach content and to spend more time with individual 
students. I'he five units included in the publication are: 
personal qualities for success, arithmetic, communications, 
distribution in ovx economy, and basic selling. 

Public Relations for Retail Employees . Teacher's Manual, 
1968 (Reprint), 107 pages, $2.00, Offset . 

This six-unit cotorse covers such areas as what is public re- 
lations, individual personality, group relationships, speech, 
demonstrating public relations situations and customer re- 
lations problems. 

School and Business Relationships . Teacher's Guide, I969, 
150 pages, $5.00, Offset . (Cooperative Training). 

Contains basic information needed by the teacher-coordinator 
in working with cooperative education students. A preview 
outline helps the instructor organize and plan the areas of 
major importance for the learners. The guide covers foxxc 
units: An Introduction to Distributive Education; Orientation; 
PersonaiJ. Development and Preparation for Work; and, Yoxor Career 
in Distribution. Level of content: First year basic instruc- 
tion. 

Techniques of Job Analysis . Instructor's Manml, 1969 (Re- 
print), 89 pages, $5T507 Mimeo. 

The cotK'se provides for practical working knowledge of the 
job analysis techniques. It is set up on the basis of 10 
hours of instruction. Topics covered in the two-hotor sessions 
include, an introduction to job analysis, preparation of forms, 
tecliniques of collecting information, processing, and putting 
the job analysis to work. 

The Use of Behavioral Objectives in the Pre-employment Lab - 
oratory Curriculum of Distributive Education . Teacher ' s 
Handbook, 197O, 43 pages, $3.00, Offset. 

Contains six sections dealing Wxch behavioral objectives and 
their use and application in distributive education. There 
are available in the handbook, definitions, exaiaples of be- 
havioral objectives, and applications of the use of objectives 
in the pre-employment laboratory. 



Yoxxc Attitude is Shoving , Student's Manual, 196**-, 1^9 pages, 
$3.15, Printed. (Cooperative Training). 

This reference manual has been prepared by Elwood H. CShapman 
and published by Science Research Associates, Chicago, 
Illinois. It is a part of a set of three manuals dealing 
with attitudes. 

. Assignment Manual . Student's Manual, I969 

(Reprint), 20 pag^s, $1.00, Offset. 

This publication contains 20 assignments based upon the ref- 
erence manual described above. Assignments cover such items 
as fundaments of good himian relations, how to compensate for 
youth and inexperience, how to make good first iii5)ressions 
and many more. 

. Answer Book . Teacher's Manual, I969 (Reprint), 

38 pages, ^$1.50, ^ Offset. 

Contains suggested acceptable answers to the assignment ques- 
tions. The material is helpful in assessing student under- 
standing and comprehension. 

WEST VIRGINIA 

Ctarriculum Guide and Handbook . Curriculum Guide and Handbook, 
1969, 88 pages, $1.50, Mimeo. (Cooperative Training). 

The guide has been developed for use by teacher-coordinators. 
The content is divided into 10 sections, including: Prepetra- 
tory Curriculums; Organization and Administration of Adiilt 
Programs; The D.E. Coordinator; Organization and Operation of 
Cooperative Education; The Project Method in High School Pro- 
grams; and, D.E. Club Activity. The handbook contains a sec- 
tion on evaluation and one on available resotorces. 

NOTE: Publications marked (Cooperative Training) in the title or 
supportive statement are designed for use in cooperative 
education programs. 
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OCCUPATIONAL BffiSOURCE MATERIAL 



Materials that follow are general in nature, apply to all vocational 
areas, and are listed xinder the headings of Administrator's Resource, 
Stiadent's Resource or Teacher* 's Resource. The Teacher's Resource 
material may prove helpful to Supervisors and Administrators as well. 



AIMCNISTRATCR'S RESOURCE 
All Vocational Areas 
MICHIGAN (DVE) 

A Guide to Establishing Vocational^Technical Advisory Com - 
mittees > Administrator's Guide, 1968, 7 pages, IVee, 
Offset. ^ 

The publication offers assistance to local schools in the 
formation and use of advisory committees • Excellence in 
vocational education requires the best efforts of educators, 
businessmen, industry, labor, and the public. Advisory 
committees are an essentieil part of sound Vocational- 
Technical Education. This booklet provides many helpful 
guidelines on how to establish and work successfully with 
advisory groups. 

WYOMING 

Follow-up Procedure for Post-Secondary Vocational-Technical 
Gradvtates . Supervisor's Manxaal^ 1967, U pages. Free, 
Offset. 

The booklet offers local administrators a workable follow- 
up procedure involving minimum outlay in time and money. 
It provides basic information to complete USQE forms deal- 
ing with graduates and dropouts. Single copies available 
so long as the supply lasts. 

STUDENT'S RESOURCE 

All Vocational Areas 
ALABAMA 

Applying for a Job . Student's Workbook, 1966, 21 pages, 
$.^0, Offset. 

Programmed material designed for students who are educa- 
tionally handicapped. This lesson booklet is for the 
purpose of helping the student learn how to prepare him- 
self to look for a job and how to conduct himself at a job 
interview. An answer book, a pre-test and a post-test are 
included. 

Good Job Habits . Student's Workbook, 1966, 29 pages. 
Offset. 
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Programmed materieuL designed for students who are educa- 
tionally handicapped. This lesson booklet is for the 
p\arpose of helping the student learn how to be a good em- 
ployee by doing a good job, being dependable and getting 
along with his supervisor • An answer book, a pre-test and 
a post -test are included. 

How to Make $^0^000 ^ Stiident's Workbook, I966, 9 pages, 
$•35, Offset* 

Programmed material desi^'^ed for students who are educa- 
tionally handicapped. T is lesson booklet is for the 
purpose of helping the student learn about the value to 
the individual in continuing his education at least to 
completion of high school. The money value of education 
is stressed. Illustrated. A series of q.uestions are in- 
cluded. 

Introduction to Credit . Student's Workbook, I966, 25 
pages, Offset . 

Programmed material designed for students who are educa- 
tionally handicapped. This lesson booklet is for the 
purpose of helping the student learn about bviying on credit 
or "charging" purchases. Five of the most widely used 
credit plans are discussed. An answer book, a pre-test 
and a post-test are included. 

In troduction to Table Manners . Student's Workbook, I966, 
33 pages, $.50, Offset • 

Programmed material designed for students who are educa- 
tionally handicapped. This lesson booklet is for the 
purpose of helping the student learn about table manners 
and the details concerned with eating a meal with others, 
making it a pleasant occasion. Illustrated. An emswer 
book, a pre-test and a post-test are included. 

Introductions . Student's Workbook, I966, ik pages, $.U0, 
Offset . 

This is a unit in a course in social skills. It provider, 
information and training in how to introduce oneself to 
others and how to introduce two or more people to each other. 

ILLINOIS 

Applying for a Job * Student's Guide, 1969^ 12 pages, 
$.15, Offset. 

Many questions confronting students are answered in this 
leaflet. It deals with such items as taking personal in- 
ventory, getting additioncLl training, finding out what jobs 
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are available, writing a letter of application, and being 
interviewed by a prospective employer. 



Capitalism^ Socialism, and Communism . Student's Guide, 
19t^, 12 pages, $.15, Offset. 

This leaflet deals frankly with the forms of government. 
It points out that there are two basic types of government 
in the world today: (l) popular governments, and (2) dic- 
tatorial governments. In any country where the people are 
really free, there is always open, organized, aggressive 
opposition to the group or party in power. 

NEW JERSEY 

When You G o to Work- . Student's Manual, 1968, 200 pa^es, 
$2.00, Offset. ^ & ^ 

A very basic book designed primarily for the needle trades, 
to prepare students with limited vocabulary for the world 
of work. Each concept is humorously illustrated. There 
is a vocabulary section at the beginning of each lesson. 
The six unit headings are: The Factory, A Good Worker, The 
Job, Shop Mathematics, Clothing for Women and Clothing for 
Ifen. 



PUERTO RICO 

Occupational Orientation Leaflets (in Spanish) 

The leaflets contain information helpful in orienting a 
student to the nature of the, occupation, the preparation 
required to enter, salary considerations and the opportun- 
ities that exist in the field under consideration. Pre- 
pared for student's use. 

The Actuary . 1969, 5 pages. Free, Printed. 

The Oceanographer . 1969, 6 pages. Free, Printed. 

The Physician . 1968, 12 pages. Free, Printed. 

The Physicist . I969, T pages. Free, Printed. 

The Geologist . I969, 5 pages. Free, Printed. 

SOUTH CAROLINA 

Locating and Securing a Job . Student's Manual, I970, 
29 pages, $.50, Printed. 

The man\ial was prepared for high school students enrolled 
in Vocational Education cotirses. Addressed to the student, 
the mcuiual takes him through a series of seven steps in 
securing a job. There are assignments and helpful illus- 
trations which provide opportunity for the application of 
the ideas set forth in the text material. 
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TEACHER RESOURCE 

All Vocational Areas 
ALABAMA 

Aiabajna Coiirse of Study - Volume 1 . Teacher's Giiide, 196h, 
4b2 pages. Free, Offset. 

A State co\irse of study, covering the work in Grades 7 
through 12, in the following fields: English, Social 
Studies, Health and Physical Education, Mathematics, 
Science, Foreign Langroages, Business Education, Fine Arts, 
Counseling Services, and Educational Television. 

CONMECTICUT 

Ciirrent World Affairs . Coiirse Outline, 1967 (Revision), 
85 pages. Free, Wmeo. 

The course outline is designed for use in a 10-grade social 
studies coiarse. Topics covered include The United Nations, 
Asia (including the Middle East), Africa, Europe, USSR and 
Latin America. 

English Grammer Outlines - Grades IX to XII , Teacher ' s 
Guide, 1967, 53 pages. Free, Mimeo, 

The aim of the program is to meet the needs of the stu- 
dents* in order to improve their powers of communication and 
to assist them to become critically perceptive of them- 
selves and ethers through a reading program geared to their 
needs and interests. Content includes vocabiileury, sentence 
structure, oral communication, written expression and the 
like. 

Modem Media for Vocational Technical Education , Educat i on 
Resource, 1967, ^3 pages. Free, Mimeo. 

The bulletin contains summaries on veu:ious educational 
medias that are being utilized in vocational -technical 
training programs. It describes such medias as programmed 
instructions, instructional television, and the like. It 
also contains conclusions, recommendations and a bibliog- 
raphy. 

Outline for Related Science - Grade 10. Teacher's Guide, 
1967, 98 page s , Free , Mimeo . 

Subject matter for this 10-grade course has been drawn from 
the physical sciences. In addition to setting forth prin- 
ciples, the outline provides teaching suggestions and trade 
applications helpf;iL to the vocational teacher. 



Outline for Related Science - Grade 11 , Teacher's Guide, 
1967, 2b pages. Free, Mlineo. 

Content Includes a skeleton outline of the course, teach- 
Ing suggestions and aids, trade applications, a lesson 
^ plan format and many more helpful Ideas useful In teach- 

ing the course. 

Outline for Related Science > Grade 12 . Teacher's Giiide, 
1966, 11 pages, Mlmeo. 

Provides an outline covering related science in the areas 
of materials, processes and testing. 

INDIANA 

Procedure for Establishing Area Vocational Schools . Guide- 
lines, 1967, $.40, Offset. 

Procedures and guidelines outlined constitute the instruc- 
tions for Implementing the establishment of area vocationea 
school districts. 

KANSAS 

Principles and Philosophy of Vocational Education . Teach- 
er's Manual, 1967, 105 pages, $2.50, Offset. 

I 

The content is helpful in understanding the principles of 
vocational education. Topics covered incl\ide the role of 
vocational education, types of students, vocationea in- 
struction, review of the Feieval Vocational Acts and sim- 
ilar items. 

NEW JERSEY 

Student's Manual for Supervised Teaching of Vocational 
Subjects . Student's Manual, 1970, 53 pages, $2.00, 
Offset. 

A manual prepared specifically for trainees enrolled in 
the course entitled, "Supervised Teaching of Vocational 
Subjects". Responsibilities and requirements of teaching 
vocational subjects are stressed in the publication. 

NEW MEXICO 

Personal Grovth Curriculum for Adult Basic Education . 
Curriculimi Guide, 1970, 157 pages. Free, Offset. 

Content is designed to not only provide skill development 
in mathematics, reading, and writing, but also to develop 
a new life perspective, and an awareness of family and 
social responsibilities. It is intended to lift attitudes 

f from defeatism and rejection to those of confidence and 

\ leadership. 
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The guide contains six major divisions inclviding: Intro- 
duction, Family Life, Health Education, World of Work, 
Money Management, and Citizen and Government. 

Pre-Vocational Orientation in Vocational Education for 
Junior Hxpg^h Schools in Nev Mexico > Instructor's and 
Counselor's Guide, l^^TJ 125 pages. Free , Offset. 

Designed as a sotarce of occupationsil information relevant 
to opportunities in vocational education, which are appro- 
priate for use with junior high school stux^ents in New 
Mexico. It also contains a film list and tibliography. 

SOUTH CAROLINA 

Low-Cost Teacher Made Overhead Transparencies . Teacher ' s 
Manual, 1969, 63 pages, $1.00, Pointed. 

This printed, well -illustrated booklet contains a thorough 
discussion of the merits and potential of one material that 
can be used in the production of overhead transparencies. 
The material, known as three Mil Trycite, has been selected 
because it is economical, versatile, very transparent, and 
can be obtained in a pre-cut size usefxjl in teaching. It 
can be utilized without expensive eqvdpment or processing 
materials. The publication provides the, "How to do it* of 
transparency production in excellent detail. 

TENNESSEE 

Vocational Related Training for Special Students . Curric- 
uliain Guide, 19^5^ 11^ pages, $4.50, Offset . 

A guide designed to help the teacher working with the po- 
tential high school dropout, slow learner, disadvantaged, 
culttarally deprived, or the nonachiever. It provides the 
teacher with an ideal opportimity to extend his creativity 
and to introduce practical education for living. Suggest- 
ed instructional units include such areas as: getting along 
with others, the job interview, business and commercial 
forms, the pay check, community life, and many others. 

TEXAS (A&M UNIV. EES) 

Information and Format for Designing Objective « Essay^ and 
Performance Type Tests > Teacher's Guide, 1970, 81 pages, 
$1.75, Offset. 

The guide is designed to assist vocational teachers in de- 
veloping valid, reliable and comprehensive tests. There 
is much general information about tests and a variety of 
objective type tests are reviewed. Examples of various 
tests give the teacher an insight into the types and their 
development . 
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All Vocational-Technical Areas 
WYOMING 

Wyoming Mathematics Curriculum Guide ■> Grade 7-12 > Teach- 
er's Ma.nual, 1970, 34 pages. Free, Printed. 

Through the program of mathematics the student should be- 
come aware of the power and influences of a command of 
figures in his continuing occupational and personal de- 
velopment. The contex}t can be summarized as an attempt 
to: (l) emphasize the "why" just as much as the "how", 
(2) teach mathematics as a structure, (3) allow students 
to discover relationships for themselves whenever possible, 
and (1^-). teach the social utility, or practical applications 
of mathematics and of arithmetic coii?)utation. 

Guidance All Vocational Areas 
OKLAHOMA 

Career E)cploration . Teacher's Guide, 1970, 101 pages, 
$1.50, (tffset. 

The guide is designed for use by teachers in planning and 
implementing a course in the exploration of ceu-eers. Con- 
tent is geared to the 8, 9, or 10-grade levels. A group 
of creative ideas and recommendations has been brought to- 
— gether in this ^publtcat ion to help the teacher plan a 

practical course designed to fit the needs of students to 
meet the challenges of the futoore. The four units include 
such topics as: Know Yourself; World of Work; Use of Occu- 
pational Infonnation; and. Career Educational Planning. 



1 
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INSTRUCTIONS FOR ORDERING 
DISTRIBUTIVE EDUCATION CURRICULUM MATERIALS 



Orders for materials should be sent to the address of the appropri- 
ate State source. Specific ordering information is indicated where 
applicable. Prices are subject to change without notice. 



ALABAMA 



Checks for Distributive Education materials shoxald be made pay- 
able to Alabama Distributive Education Service and sent with the 
order. P.O. Box 2&k'J, University, Alabama 35^86. 



ARKANSAS 



Division of Vocational, Technical, and Adxalt Education, State De- 
partment of Education, State Education Building, Little Rock, 
Arkansas 72201. 

Ifost publications are free. (Single Copy) 



CONNECTICUT 



Curriculum Center, Division of Vocational Education, State Office 
Building, Room 336, Hartford, Connecticut 06115. Publications 
are free and sent postpaid. Request must be made on official 
school system stationery. 



FLORIDA 

Mr. J. Larry Todd, Educational Materials Specialist, Department 
of Education, Room 275, Knott Building, Tallahassee, Florida 
32301^-- Single copies are free, with one exception — Bulletin 
72, A Guide to Business Education in Florida Schools ^ which must 
be purchased. Check in amount of order made payable to the 
Florida State Department of Education. 



IDAHO 

Idaho State Board for Vocational Education, 5l8 Front Street, 
Boise, Idaho 83702. Check in ajnoimt of order made payable to 
the Idaho State Board for Vocational Education, and must accom- 
pany order. Publications sent postpaid. 



ILLINOIS 



Vocational Agrictolture Service, University of Illinois, k3h Mum- 
ford Hall, Urbana, Illinois 6l8oi, 
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Terms of sale for ordering pxorpose are: 

1. Items are sent postpaid at prices listed when payment accom- 
panies the order# 

2# Postage charges are added to these prices when ve bill. 

3. Orders are sent on account without question on school pxor- 
chase orders or on school stationery signed by responsible 
school official. 

Payment should accompany orders from individuaJ-C vmless prior 
arrangements have been made. 
5# Catalog and special order forms available without charge on 
request • 

INDIANA 

Vocational Resource Center^ Department of Vocational and Tech- 
nical Education^ Indiana State University^ Terre Haute ^ Indiana 
^^7809* Check or money order in ajnount of order made payable to 
the Vocational Resource Center, Indiana State University, and 
must accompany order. Publications are sent postpaid. 

KANSAS 

Dr. K. E. Hoffman, The Coordinator of Vocational Education, 
Division of Business and Business Education, Kansas State 
Teachers College, Emporia, Kansas 6680I. 

LOUISIANA -' '^ ^ 

State Department of Education, Baton Rouge^ Louisiana JOQok. 
Orders accepted for single copies only. Orders must be on offi- 
cial stationery or ptH'chase order fonn. 

MICHIGAN 

Mr. Robert Batterbee, Chief, Printing and Mailing Section, De- 
partment Services Division, Depetrtment of Education, P.O. Box 
if20, Lansing, Michigan if8902. Single copies are available free. 

MISSISSIPPI 

Curriculum Coordinating Unit, P.O. Drawer DX, State College, 
Mississippi 39762. Orders accompanied "by payment will be sent 
postpaid. Billing for all other orders will have postage added. 

MISSOURI 

Instructional Materials Laboratory, Department of Practical Arts 
and Vocational-Technical Education, Iftiiversity of Missotari, 
Columbia, Missotari 65201. Catalog available upon request. 



59(D) 



Billing will accompany shipment of requested materials. Check 
-in^ amount of order made payable to the University of Missouri, 
shotild be mailed to the University Cashier's Office, 123 Jesse 
Hall, Columbia, Missouri 652OI. 

NEVADA 

State Supervisor, Department of Education, Vocational-Technical 

and Adult Education Division, Carson City, Nevada 897OI. Pub- 
lications are free. 

NEW JERSEY 

Curriculum Laboratory, Department of Vocational-Technical Educa- 
tion, Graduate School of Education, Rutgers — The State Univer- 
sity, 10 Seminary Place, New Brunswick, New Jersey O8903. School 
orders must be made on official school purchase order form. In 
addition to price of materials, you will be billed for postage 
and shipping charges. 

Individuals may order materials by including a check or postal 
money order for the amount of the materials plus 10 cents per 
book postage. Checks made payable to' the New Jersey Department 
of Education, Vocational Education Division. 

NEW MEXICO 

It is the general practice in this State to send a copy of all 
new material to each State Supervisor and Head Teacher Educator 
representing the area of service in which the material was de- 
, veloped. Others may obtain copies of the listed material by 
addressing the appropriate State Supervisor. 

For Supervisors of all Vocational Divisions, address: State Super 
visor. Division of Vocational Education, State Department of Edu- 
cation Building, Capitol Complex, Santa Fe, New Mexico 8750I. 

NEW YORK 

The State Education Department, Bureau of Finance, Publications 
Distribution Unit, Albany, New York 1222l<.. Single copies only 
sold to educational institutions outside the State. No "on 
approval" copies will be sent. Prices given are net and include 
\)oo> rate postage. 

Orders, with remittance, should be sent to: The Publication Dis- 
tribution Unit, State Education Department, Albany, New York 
12224. 
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state Education Departments, colleges, or cxorriculum laboratories 
having similar materials to exchange should make arrangements 
with the Bxoreau of Secondary Curriculum Development, Albany, 
New York 1222l^.» Copies of New York State cxorriculum mterials 
are available through the microfiche services of EEtEC and 3M IM 
Press. 

OHIO 

Distributive Education Materials Laboratory, The Ohio State Uni- 
versity, 1885 Neil Avenue, Columbus, Ohio k3210. A school pxar- 
chase order form and check or money order must accompany a^ll 
orders, and made payable to the Ohio State University, A catalog 
with order forms is available on request. 

OKLAHOMA 

The Curriculum and Instructional Ifeterials Center, State Depart- 
ment of Vocational and Technical Education, I515 West Sixth 
Street, Stillwater, Cklahoma ^i'O^k. Check in amount of order 
made payable to the Curriculum and Instructional Materials Center, 
and must accompany order. Publications are postpaid. 

OREGON 

Division of Community Colleges and Vocational Education, Oregon 
Board of Education, Public Service Building, Salem, Oregon 
97310. 

PUERTO RICO 

lirs. Ana L. Reyes de Martinez, Director, Vocational and Technical 
Education, Research Coordinating Unit, Department of Education, 
P.O. Box 759> Hato Rey, Puerto Rico OO919. 

SOUTH CAROLINA 

Vocational .ucation Media Center, Clemson University, Clemson, 
South Caroj-ina 2963I. 

With order of less than $10.00, include payment. Orders that do 
not include payment should be made by official pxir chase reqioisi- 
tion. 

TENNESSEE 

Inqviiries for specific publications should be made to the Voca- 
tional Curriculum Laboratory, Box 111^1, Mxorfreesboro, Tennessee 
37130. 
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TEXAS (MM UNIV. EES) 



Engineering Extension Service, Texas A&M University, F.E. Drawer 
K, College Station, Texas n&\-3. A school purchase order aiid 
check or money order must accompany each order, and made payable 
to Texas A8eM University. Catalog available. A 2 percent State 
sales tax o-*- tax exemption certificate required in addition to 
prices listed. The usual charge for postage and handling on a 
single outline is 25^^. 

TEXAS (U.T.) 

Distributive Education, Instructional Material;; Laboratory. Di- 
^rision of Extension, The University of Texas, Austin, Texas 
78712. 

Terms: Net 30 days. 

Individuals ordering manuals must include- cash, check or money 
order. Credit is extended on orders received on bona fide schco. 
purchase orders. 

UTAH ■ 

Division of Vocational and Technical Education, l^tOO University 
Club Building, .^alt Lake City, Utah Skill. Check in anount of 
order made payable to the Utah State Board for Vocational Educa- 
tion, and must accompany order. 

WEST VIRGINIA 

State Supervisor, Department of Vocational Education, Capitol 
Building, CharDeston, West Virginia 2530"=;. Check in amount of 
order made payable to Vocational Curricula Material Funds. 

WYOMING 

State Department of Education, Division of Public Information, 
Capitol Building, Cheyenne, Wyoming 82001. 



NOTE* 

REQUEST FOR SPECIFIC MATERIAL CONTAINED IN THIS ANNOTATED LISTING 
SHOULD BE SENT TO THE APPROPRIATE STATE SOURCE 

tiU.S. GOVERNMENT PRINTING OFFICE: I97J-772.050/87 
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